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PREFACE. 


The  plan  of  this  work  being  somewhat  different  from  that 
of  those  on  Book-keeping  we  already  have,  a  few  words  in 
justification  may  be  necessary.  That  justification  finds  its 
ground  mainly  in  the  anxiety  of  the  authors  to  remove,  as 
much  as  possible,  the  difficulties  which  beset  the  path  of 
the  young  scholar  on  his  first  approach  to  this  subject  Long 
lists  of  definitions  of  terms  which  are  of  no  immediate  use, 
and  a  formidable  array  of  the  books  required  are,  doubtless, 
calculated  to  have  a  confusing  effect  upon  his  mind.  Accord- 
ingly, no  definitions  are  given  at  the  outset  but  such  as  are 
absolutely  necessary.  As  assets  and  liabilities  are,  in  this 
countr)',  so  often  connected  with  Notes,  it  is  necessary  he 
should  know  something  of  the  nature  of  a  Promissory  Note 
and  an  Acceptance.  We  have,  therefore,  made  some  introduc- 
tory remarks  in  reference  to  them.  After  this,  he  is  brought 
at  once,  face  to  face  with  the  ultimate  object  of  a  set  of 
accounts ;  and  his  every  day  knowledge  and  experience,  and 
his  own  good  sense,  are  then  chiefly  depended  on  for  an 
intelligent  appreciation  on  his  part  of  the  best  mode  of  arriving 
at  that  object.  With  a  view  to  this,  the  nature  and  form 
of  an  account  are  explained  ;  examples  are  given  of  the 
separate  different  accounts  showing  assets,  liabilities,  losses 
and  gains  ;  and  then  a  connected  series  of  transactions  origi- 
nating a  connected  series  of  accounts,  and  resulting  in  his  con- 
structing a  Double  Entry  Ledger  before  he  knows  even  the 
name  of  the  book.  The  idea,  in  fact,  has  been  to  cheat  him 
into  making  it  unawares. 


PREFACE. 

Teachers  have  found  tliat  it  is  difficult  to  make  a  pupil 
understand  the  Journal  until  he  becomes  acquainted  with  the 
nature  and  disposition  of  the  accounts  in  the  Ledger.  It  has 
been  sought  to  give  him  a  clear  understandmg  of  the  Ledger 
accounts^  assured  that,  when  he  has  attained  this,  every  thing 
else  will  be  comparatively  easy.  The  language  has  been 
made  as  simple  as  possible,  and  far-fetched  explanations  oi 
rules  for  journalizing  have  been  carefully  avoided.  As  journal- 
izing is  merely  expressing  in  technical  form  which  accounts, 
in  any  particular  case,  are  to  receive  entries,  and  on  which 
side,  he  is  independent  of  set  rules,  if  he  understands  these 
accounts;  which  we  presume  he  does  if  he  has  properly 
studied  the  chapters  on  accounts,  ending  on  page  30. 

Sets  containing  a  large  number  of  entries — even  although 
not  difficult — have  a  tendency  to  discourage  the  pupil  and 
prejudice  him  against  the  necessary  work.  The  earlier  sets, 
therefore,  have  been  made  short  and  simple,  that  he  may  more 
easily  trace  the  connection  between  the  corresponding  entries 
in  the  various  books,  and  arrive  at  the  ultimate  result  without 
becoming  fatigued  and  perplexed  with  the  extent  and  difficulty 
of  his  task ;  while  a  sufficient  number  has  been  given  to  exer- 
cise him  thoroughly  in  the  opening  and  closing  of  books. 

As  other  special  features,  the  attention  of  the  reader  maybe 
directed  to  the  method  given  in  Set  III.,  Single  Entry,  of 
testing  the  correctness  of  the  Ledger,  and  to  a  more  complete 
explanation  than  usual,  in  the  last  two  sets  of  Double  Entry, 
of  the  management  of  Bills. 

The  teacher  is  earnestly  recommended  not  to  allow  the 
pupil  to  pass  the  30th  page  until  he  clearly  understands  the 
nature  of  the  Ledger  accounts.  In  working  out  the  sets,  the 
pupil  should  make  all  the  calculations  for  himself  whether  given 
in  the  book  or  not,  and  he  should  draw  out  in  proper  form 
the  various  notes,  etc.,  connected  with  the  different  sets. 
Legibility  and  neatness  also  should  mark  his  work. 
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Believing  that  our  adoption  of  the  analytic  method  of  intro- 
ducing the  subject  will  commend  itself  to  our  fellow-Canadian 
teachers,  we  now  submit  the  work  to  them  in  the  hope  that 
a  judicious  and  faithful  use  of  it  may  be  instrumental  in  instill- 
ing into  the  minds  of  our  youth  correct  principles  on  the 
subject  of  Book-keeping,  and  in  preparing  them  for  a  more 
extended  study  of  it  than  the  limits  of  the  present  work  will 
admit  o£ 
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CHAPTER  I. 

INTKODUCTOr.Y 

If  goods  are  sold  by  Robert  Smith  to  John  Jones,  withoat 
being  paid  for  at  the  time,  they  are  said  to  be  sold  on  credit. 
There  may  be  simply  a  general  under standivg  between  the  par- 
ties that  the  goods  are  to  be  paid  for  in  one  month,  two  months, 
&cr,  as  the  case  may  be  ;  or  John  Jones  may  give  a  written 
pro'iaise  m  somewhat  the  following  form  : — 

eJuU*  mottlnd  a/ieX   dale  Qy"  /tAontide  /<>  /'■^^  ^ 
^c^Mlij  jfo-i  vuuie  itcciueo.. 

I'oun     Zoned. 

A  promise  written  in  this  form  is  called  a  Promissory 
Note,  and  this  particular  one  would  be  called  John  Jones'  note. 
In  the  former  case,  it  is  usual  to  say  the  goods  are  sold  on  account, 
in  the  latter  that  they  are  sold  on  note.  In  either  case  a  debt 
is  created  on  the  part  of  John  Jones.  As,  tht^refore,  when  we 
sell  on  credit,  we  may  sometimes  receive  our  debtor's  note,  and 
sometimes  not,  the  debts  owing  to  us  are  naturally  divided 
into  two  classes  • — 

I.  Debts  oAving  to  us,  for  which  we  have  received  the 
debtors'  notes. 
II.  Debts  owing  to  us,  for  which  vfe  have  not  received 
the  debtors'  notes. 

A«,  similarly,  we  may  bay  on  credit,  sometimes  giving  our 
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note,  sometimes  not,  our  debts  are  naturally  divided  into  two 
classes  : 

I.  Debts  owing  by  us,  for  which  we  have  given  our 

notes. 

II.  Debts  owing  by  us,  ^or  which  we  have  7iot  given  our 

notes. 

There  is  another  form  in  v  iiicli  John  Jones  may  promise  to 
pay  the  money.  Hobert  Smith  may  write  something  like  the 
following  : — 

oy/ilee  wiMtfni  erflei    aee/g^  /"^^    ^^    one,    oi    mii. 
lecciuea. 

This  is  called  a  draft,  and  is  in  no  way  binding  on  John  Jonc^s 
until  he  has  expressed  his  willingness  to  pay  the  amount  by 
writing  across  the  face  of  it  the  word  accepted,  and  his  name,  and 
delivered  it  to  Eobert  Smith.     Thus — 


&/iiee  *<^«//^,W/<ei  aa(e,  Aat/^  io  one,  ol  ♦»««. 
clael,  &ne  (^W^^^e/  emit  Q^'m^  WclutUj  /oi  vaUn 
ieceivea.  ^^J^^        N^ 

.%  <aA.  /cAn  /ones.  ^  Maieit  (Sfinit/i. 

It  is  now  an  Accepted  Draft,  or  more  shortly  an  Accept- 
ance, it  is  eqnal  in  effect  to  the  Promissory  Note,  and  differs 
only  in  form.  So  that  when  we  speak  of  debts  owing  to  us, 
for  which  we  have  received  our  Debtors'  Notes,  the  pupd  may, 
if  he  likes,  say  "  notes  or  acceptances." 

When  we  sell  goods  to  a  i)erson  on  credit,  we  have  several 
advantages  in  getting  his  note.  By  reading  the  note  carefully 
the  pupil  will  see,  first,  that  it  is  an   acknovdedgment  of  the 
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debt;  second,  that  the  time  of  payment  is  definitely  fixed.  W© 
liave  also  this  advantage,  that  we  can  sell  it  like  any  other  kind 
of  property.  We  can  pay  it  to  another  person  for  a  debt  we 
t»we  him,  or  we  can  get  it  discounted  at  the  Bank — a  process 
which  it  is  not  at  present  necessary  to  explain. 

It  may  be  mentioned  in  passing,  though  the  pupil  need  not 
trouble  himself  about  it  at  present,  that  three  days  are  allowed 
on  all  notes  made  payable  at  so  many  "  days  or  months  after 
date,"  beyond  the  time  indicated  for  payment  on  the  note.  So 
thiit  John  Jones'  note  would  not  be  due  until  three  dc\ys  after 
the  Ist  September.     These  days  are  called  days  of  grace. 


CHAPTER  II. 

THE    OBJECT    OF    BOOK-KEEPING. 

In  solving  any  arithmetical  problem,  the  first  thing  we  do  is 
to  seek  to  have  a  clear  conception  of  what  is  required  to  be 
found,  and  then  to  examine  if  we  have  sufficient  information 
given  to  enable  us  to  bring  out  the  required  resujt. 

'If  the  study  of  Book-keeping  were  taken  up  in  the  same 
manner,  much  of  the  difficulty  usually  attending  it  would  dis- 
appear. The  thing  ultimately  required  to  be  found  from  a 
trader's  set  of  books  is  his  financial  position.  And  how 
is  this  ascertained  1  Most  persons — even  young  persons — are 
familiar  with  a  statement  sometimes  found  in  newspapers  that 

Mr. ,  not  being  able  to  meet   his   payments,  has  called  his 

creditors  together,  in  order  to  lay  before  them  the  state  of  his 
affairs.  In  such  a  case,  the  two  most  important  questions  to 
the  creditors  are:  "How  much  does  the  trader  owe?"  and 
"  What  has  he  that  he  can  apply  to  the  payment  of  his  debts  1 " 
or,  as  it  is  generally  expressed,  "  What  are  his  liabilities  ?  " 
and  "  What  are  his  assets  ?  "  If  his  books  have  been  correctly 
kept,  they  will  furnish  an  answer  to  these  questions. 

A  trader's  assets,  so  far  as  his  business  is  concerned,  will 
trenerally  be  somewhat  as  follows  : — 
Cash  in  hand. 
Merchandise  in  hand. 
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Debts  owing  to  him  for  whicb  he  has  recivedhis  customers' 
notes. 

Debts  owing  to  him  for  which  he  has  not  received  his 
customers'  notes. 
His  liabilities  will  be — 

Debts  owing  by  him  for  which  he  has  given  his  notes. 

Debts  owing  by  him  for  which  he  has  not  given  his  notes. 
In  examining  the  nature  of  the  different  assets,  it  will  prob- 
ably be  suggested  to  the  mind  of  the  thoughtful  pupil  that  the 
debts  owing  to  the  trader  can  hardly  rank  Avith  cash  in  the 
payment  of  his  own  debts,  and  he  may  possibly  be  reminded 
of  the  old  saying,  "  A  bird  in  the  hand  is  worth  two  in  the 
bush."  This  is  true,  and  it  is  accordingly  usual,  in  estimating 
a  trader's  assets,  not  to  reckon  the  debts  owing  to  him  at  what 
his  books  show  them  to  be,  but  to  make  some  deduction  on  ac- 
count of  the  uncertainty  of  all  of  them  being  good,  or  rather 
of  the  almost  absolute  certainty  of  some  of  them  being  bad. 
To  take  this  into  account  at  present,  however,  would  only  em- 
barrass the  learner.  We  will,  therefore,  for  the  sake  of  sim- 
plicity, suppose  them  to  be  good. 

The  assets  and  liabilities  being  known,  we  have  all  the  in- 
formation necessary  to  determine  the  trader's  financial  standing. 
If  his  assets  are  greater  than  his  liabilities,  he  is  worth  ^xxst  ilie 
difference  ;  if  his  assets  are  only  equal  to  his  liabilities,  he  is 
worth  nothing  J  if  his  assets  are  less  than  his  liabilities,  he  is  «i- 
solvent. 

Suppose,  in  the  case  referred  to,  that  the  trader's  financial 
position  has  beeti  ascertained  from  a  comparison  of  his  assets 
vn\X\  his  liabilities,  another  very  natural  enquiry  on  the  part  of 
the  creditors  presents  itself — '•  How  has  this  unfortunate  state 
of  things  been  brought  about  1 "  If  his  books  have  been 
properly  kept  they  will,  answer  this  question  also.  They  will 
show  how  he  stood  at  some  former  period — say  twelve  months 
ago — what  profits  he  has  made  from  sales  since,  what  losses  he 
may  have  sustained,  and  what  expenses  he  may  have  incurred 
for  the  carrying  on  of  his  business  since. 

It  is  clear  that,  if  his  profits  from  sales  have  been  greater 
than  all  his  expenses  of  various  kinds,  there  has  been  a  net 
gain,  and  his  former  capital  has  been  increased  by  so  much.  If 
his  profits  have  been  only  equal  to  his  expenses,  he  is  just  where 
he  was  ;  while,  if  his  profits  have  been  less  than  his  expeuses, 
there  has  been  on  the  Avhole  a  loss,  and  his  former  capital  has 
been  lessened  by  so  much  ;  and  if  his  net  ^gs;>  has  been  greater 
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than  the  amount  of  his  former  capital,  that  capital  has  entirely 
disapiK'ared,  and  he  is  worth — leas  than  nothing. 

A  trader's  book?,  therefore,  should  furnish  two  kinds  of 
information.  One  of'tliese,  tlie  present  assets  and  liabilities, 
will  show  his  present  financial  position  without  any  reference 
to  Q.  former  jjcriod.  The  other,  by  taking  into  consideration  his 
position  at  a  former  period,  and  his  gains  and  losses  since,  will 
show  how  from  that  foinier  position  he  has  arrived  at  his  pre- 
sent one.  And,  further,  as  tl)e  result  must  in  each  case  be  the 
Bame,  agreement  m  result  may  be  considered  some  proof  of  its 
correctness. 

In  order  to  illnstrate  the  preceding  observations,  we  will 
suppose  the  following  to  be  given  as  a  question  in  simple 
.-Vrithmetic. 

A  trader's  books  contain  statements  showing  that  he  began 
business  January  1st,  1876,  with  $1,300;  that  he  has  to-day 
(June  30th,  1876),  cash  in  hand,  S500  ;  merchandise  in  hand, 
SI, 000  ;  that  there  is  owing  to  him  $iOO,  for  which  he  holds 
notes,  and  §.300  for  which  he  does  not  hold  notes  ;  that  he 
owes  S.350  for  which  he  has  given  his  notes,  and  .$200  for 
vehich  he  has  not  given  his  notes.  His  profits  from  sales  have 
been  $480,  and  he  has  expended  for  rent  $80,  and  for  sundry 
other  things — as  cartage,  stationery,  clerk-hire,  &c. — $50.  Re- 
quired his  present  net  worth. 

The  intelligent  pupil  will  perceive  that  there  are,  in  this 
questi(m,  two  distinct  classes  of  data,  from  either  of  which 
alone  he  can  determine  the  present  net  worth,  and  as  the  ques- 
tion stands  he  is  at  liberty  to  take  his  choice.  Let  him,  how- 
ever, take  first  the  present  assets  and  liabilities. 

ASSETS.  I  LIABILmflS. 

Cash  in  hand .?500  !  Debts  owing  by  him  for  which 

Mdse  in  liand 1000  ,         lie  has  given  his  notes S3.50 

Debts  owin.:,'  to  him  for  which  Debts  owing  by  him  for  which 

he    holds    his     customers'  he  has  not  given  his  notes      200 

notes 400  

Debts  owing  to  him  for  which  |  Total  liabilities $550 

he  does  not  hold  notes 300 

Total  assets $2200  ' 

Total  assets S2200 

„      liabilities 5.^0 

Present  net  worth S1650 

Taking  now  the  original  capital  and  the  subsequent  gains 
and  losses,  we  have — 
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Profit  from  sales $480 

Exi>euded  for  rent. $80 

Suudrv  other  expenses 50 

•^  —      130 

Net  gain 350 

Oi-igiual  capital  1300 

Present  net  capital S1650 

Frnm  the  foregoing,  the  pupil  will  see  that  a  trader's  buoka 
should  contain  statements,  in  some  shapt  oi-  otlier,  showing  : 

f  Uash  in  hand. 
!    Mdse  in  hand. 

Debts  owing  to  him, 

on  others'  notes. 
Debts  owing  to  him, 

not  on  notes. 
Debts  owing  by  him, 

on  his  own  notes. 
Debts  owing  by  him. 

not  on  notes. 


^  His  Present  Assets    ^ 


I.     ^ 


Hrs  Present  Liabilities. 


y-r     r  ITis  Capital  at  some  former  period. 
\  His  Gains  and  Losses  since. 

■  From  each  of  these  the  present  financial  position  is  de- 
termined :  from  the  first,  by  a  simple  view  of  the  business  as  it 
now  stands,  without  any  reference  to  a  former  period  ;  from  the 
second,  by  taking  note  of  the  position  at  a  former  period,  and 
of  the  gains  and  losses  since,  without  knowing  anything  of  the 
cash  we  have  in  hand,  or  the  debts  owing  to  or  by  us  new. 

The  pupil  will  do  well  at  the  very  outset  to  have  a  clear 
comprehension  of  the  goal  he  is  aiming  at  in  keeping  a  set  of 
accounts.  If  he  does  this,  and  maintains  that  goal  constantly 
and  steadily  in  view,  he  will  have  little  difficulty  in  devising 
the  means  liimself  of  attaining  to  it,  or  else  in  intelligently  ap- 
preciating those  proposed  by  others. 
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CHAPTER  III. 

THE  NATURE  AND  FORM  OF  AN  ACCOUNT. 

We  have  said  in  the  preceding  chapter  that  a  trader's  books 
should  contain  statements,  in  some  shape  or  other,  showing 
what  is  owing  to  him,  what  he  owes,  how  much  cash  there 
ought  to  be  in  hand,  the  merchandise  still  unsold,  and  the 
various  gains  and  losses. 

We  have  now  to  consider  the  nature  and  form  of  these  state- 
ments, taking  as  an  example  the  one  showing  how  much  cash 
there  should  be  in  hand.  Evidently,  if  we  have  the  cash  re- 
ceived and  paid  at  various  times  given,  we  have  sufficient  data 
for  our  purpose. 

Suppose  that  on  the  1st  of  June  we  had  ^20  in  hand,  on  the 
2nd  received  $50,  on  the  3rd  paid  S30,  on  the  5th  paid  $10,  on 
the  6th  received  $80,  and  on  the  7th  paid  $15.  Kequired  the 
cash  in  hand. 

If  this  question  were  given  to  a  class  without  any  instruc- 
tions as  to  how  they  were  to  arrange  the  items,  we  should  pre 
bably  find  three  or  four  different  methods  adopted. 

FIRST  METHOD. 

^^t**^*      /     weuin  in  Aane/  ^20 

Si    oAeceivea  eadn  ,  ^0 


<5yn  /lanci 


^0 


3    ^eua  ccUn  Jff 


Q^*i  Aetna  ^(} 

5    ^aui  cadn  ^Q 

Q^n  Aana  30 

9    %neeeivea  ccun  ^0 


oa4h  in  Aand 
1 
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SECOND   METHOD. 

£aize      /  Tcadn  in  /land  "  ^ 

2  o/iccctvea.  cai/i  -•  - 

S  &^uid  cad/i  * 

S  qJ aid  caifi  x^  = 

^  QJteccivea  cai/i  =  = 

7  ^ aia  eoAn  »  • 


vadn  in  Aaitm  m 

TniRD  METHOD. 

wci6n. 


020 

50 

^ 

30 

e 

^0 

SO 


9^ 


/3 


^30       35 
55 


-/S-/S. 

isyS. 

i 

Kine  / 

U/n.  Aarra 

20 

00 

^ne  3 

^ai^ 

30 

Oi> 

2 

^Jlccr.ived 

50 

00 

5 

SPaic/ 

/O 

Ot> 

6 

<i/uc«it'ea 

^0 

00 

7 

0\zic/ 

/5 

Oil 

^50 

00 

55 

00 

weunin  nana 

55 

00 

7 

^5 

00 

All  these  plans  come  to  the  same  thing,  and  each  has  its 
peculiar  advantage.  We  will  not  at  present  specify  these  ad- 
vantages, but  will  adopt,  with  a  slight  modification,  the  third 
method  in  our  further  explanations  of  the  different  account^. 
We  will  put  Dr.,  the  contraction  for  debtor  or  debit,  on  the 
left  hand  corner  at  the  top,  and  Cr.,  the  contraction  for  credi- 
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tor  or  credit,  on  the  right  hand  corner.  Also,  instead  of 
subtracting  t!ie  smaller  side  from  tlie  greater,  we  will  add 
sufficient  to  the  smaller  to  make  it  equal  to  the  greater. 


L 


j^adA. 


2 

QJ^tt  Aand 

Q/tectiiied 

'deceived 

20 
50 
^0 

00 
00 
00 

iiint  3 
5 

7 

<Sruid 
QXn  nct/nd 

30 
^0 
^5 

00 
00 
00 

9^ 

00 
00 

J50 

00 

/JO 

00 

Any  of  the  foregoing  arrangements  of  the  items  is  called  an 
Account.  When  we  divide  the  account  into  tAvo  sides,  as  in 
the  third  method,  the  left  hand  side  is  called  the  debtor  or 
debit  side,  and  the  right  hand  side  is  called  the  creditor 
or  credit  side.  When  we  make  an  entry  on  the  left  hand 
side  we  are  said  to  dthit  the  account,  and  when  we  make  an 
entry  on  the  right  hand  side  we  are  said  to  credit  the  account. 

This  arrangement  of  the  items  of  an  account  is  the  one 
usually  adopted,  except  as  regards  the  explanatory  words  in 
the  wide  column,  which  for  oui-  present  purpose  is  of  no 
moment.  The  essential  part  of  this  arrangement  is  the  col- 
lecting on  one  side  all  the  cash  received,  and  on  the  other  all 
the  cash  paid. 

In  reference  to  this  arrangement,  the  enquiring  pupil  who  is 
anxious  to  know  the  reason  of  everything  he  does,  may  very 
naturally  ask  if  it  would  not  be  just  as  proper  to  put  the  cash 
received  on  the  right  hand  side  and  the  cash  paid  on  the  left. 
We  answer,  yes  ;  so  far  as  the  ultimate  object  of  the  account 
is  concerned,  there  is  no  reason  why  one  plan  should  be  adopted 
in  preference  to  the  other,  except  that  it  is  the  custom,  and 
therefore, we  must  follow  it. 

In  like  manner,  if  we  make  a  statement  of  the  value  any 
person  has  received  from  us  or  delivered  to  ns  at  various  times, 
we  can  ascertain  how  he  stands  related  to  us  as  Dr.  or  Cr. 
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Suppose  John  Jones  buys  goods  fram  us  June  1st,  1876, 
amounting  to  $120  ;  2nd,  Pays  us  $30  ;  3rd,  Buys  goods  from 
us,  $200;  5th,  Sells  goods  to  us,  $150  ;  6th,  Pays  us  cash,  $20. 
Does  John  Jones  owe  us,  or  we  hira,  and  how  much  1 

Arranging  according  to  the  third  method,  we  have — 


Cv"^ 

'Si    <5>    <5> 

'Si    '5i    ^ 

"^       1 

^ 

^     "^     '5i 

■^j   "^i   e^ 

3 

? 

■^' 

1 

^1 

^  "^ 
^  ^ 

^    1 

\ 

«>3 

1  ^  \ 

1  ^ 

S3  ^ 
>i  Si 

\ 

>c5f 
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The  use  of  the  words  Debtor  anrl  Creditor  in  connection  with 
the  name  of  a  thing,  as  cash,  will  uo  doubt  present  some  diflB- 
culty  to  the  pupil's  mind.  He  can  easily  understand  John 
Jones  being  Debtor,  but  he  cannot  see  the  propriety  of  Cash 
being  Debtor.  Strictly  speaking,  these  terms  in  their  original 
import  refer  only  to  persons.  In  business,  a  person  receiving 
value  without  giving  at  the  same  time  an  equivalent  becomes  a 
debtor,  the  giver  of  the  value  being  the  creditor.  The  terms 
receiver  and  giver,  debtor  and  creditor,  are  correlative  terms  ; 
i.  e.,  they  are  so  related  that  one  cannot  exist  without  the 
other.  There  cannot  be  a  receiver  without  there  being  a  giver, 
nor  a  debtor  without  there  being  a  creditor.  The  application 
of  the  terms  Dr.  and  Ci.  to  things  is  called  by  one  writer  "  a 
beautiful  fiction,"  and  various  reasons  have  been  given  to  jus- 
tify the  application.  But  the  beginner  will  do  well  not  to 
trouble  himself  unduly  about  this  matter.  He  may  at  present, 
if  he  likes,  consider  them  as  merely  giving  names  to  the  two  ■ 
aides  of  an  account.  He  will,  however,  observe  that  as  an  entry 
ctn  the  Dr.  side  of  Cash  Account  indicates  that  we  have  re- 
(5eived  Cash,  so  an  entry  on  the  Dr.  side  of  any  other  account 
in  the  name  of  a  thitig  will  indicate  that  "we  have  received  the 
particular  kind  of  thing  represented  by  the  name  of  the  account. 
Thus  an  entry  on  the  Dr.  side  of  Bills  Receivable  Acct.  will 
indicate  that  we  have  received  another's  note.  And  as  an  entry 
oin  the  Cr.  side  of  Cash  Account  indicates  that  we  have  parted 
with  Cash,  so  an  entry  on  the  Cr.  side  of  any  account  in  the 
name  of  a  thing  will  indicate  that  we  havejmrted  with  the  par- 
ticular kind  of  thing  represented  by  the  name  of  the  account. 
Thus  an  entry  on  the  Cr.  side  of  Bills  Receivable  Account  will 
indicate  that  we  have  parted  with  another  person's  note. 

The  pupil  will  now  readily  see  that 

Cash  in  hand  may  be  shown  by  arranging  the  Cash  received  and 
paid  under  the  head  of  Cash. 

Others'  Notes  in  hand  {i.  e.,  what  is  owing  to  us  for  which  we 
hold  Others'  Notes),  by  arranging  all  such  notes  received 
and  those  of  them  which  we  afterwards  dispose  of,  under 
the  head  of  Bills  Receivable. 

Others'  Notes  out  aqainst  us  {i.  e.,  what  we  owe  for  which  others 

hold  Our  Notes),  by  arranging  all  such  notes  issued  and 

those  of  them  which  we   afterwards  redeem,  under  the 

head  of  Bills  Payable. 
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What  is  owing  to  ^^s  or  hj  us  for  winch  no  notes  have  been  received 
or  given  by  us,  by  airangiiig  the  vakie  the  person  re- 
ceives from   us,  and  delivers  to  us,  under  his  name,  as 

John  Jones. 

The  Gain  oi-  Loss  on  the  Sale  of  Goods,  by  arranging  what  they 
cost  and   what  they  are  sold  for,  under  the  head  of 

Merchandise. 

The  Expenses  of  the  Business,  by  arranging  the  various  outlays 
for  rent,  fuel,  gas,  taxes,  stationery,  &c.,  under  the  head 
of  Expense. 


CHAPTER  IV. 

EXAMPLES   OF   ACCOUNTS. 

The  student  is  reminded  that  when  we  receive  anything, 
as  Cash,  Others'  Notes,  Our  Notes,  Mdse,  itec,  an  entry  must 
be  made  on  the  Dr.  side  of  the  acconnt  representing  the  par- 
ticular kind  of  thing  received,  and  when  we  part  with  any  of 
these  things,  an  entry  must  be  made  on  the  Cr.  side. 

When  a  person  receives  value  from  us  without  giving  us 
an  equivalent,  we  must  debit  his  account ;  when  he  delivers 
value  to  us  without  receiving  an  equivalent  from  us,  we  must 
credit  his  account. 

If  Robert  Smith  buys  goods  from  us,  it  does  not  matter,  so 
far  as  the  statement  of  the  fact  is  concerned,  whether  we  say 
"  Robeiy:  Smith  has  bought  goods  from  us,"  or  "  We  have  sold 
goods  to  Robert  Smith."  In  the  first  expression  our  attention 
is  more  partir"1:nly  directed  to  Robert  Snath' s  part  in  the  trans- 
action— what  he  has  done  ;  in  the  second,  to  our  part  in  thu 
transaction — what  we  have  done.  And  it  will  very  much 
conduce  to  a  clear  understanding  of  the  application  of  the  terms 
Dr,  and  Cr.  to  accounts  representing  things,  if,  when  we  are 
dealing  with  one  of  these  accounts,  we  consider  mainly  our 
part  in  the  transaction,  as  receiving  or  giving  ;  and  when  we 
are  dealing  Avith  a  personal  account,  as  Robert  Smith,  we  consi- 
der mainly  his  part  in  the  transaction,  as  receiving  or  giving. 
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ITEMS  FOR  A  CASH  ACCOUNT. 


June  1st,  1876,  Cash  in  hand  S-IOO.  2ncl,  Bondit  Mdse  for 
cash,  $3i)().  3rd,  Received  cash  i'mm  Abel  AdaiDS  on  acct., 
$80.  5th,  Sold  J\Idse  for  r^ash,  $120.  Gth,  Paid  for  sundry 
expenses,  $50.  7th,  Received  cash  from  Benjamin  Bond,  in 
payment  of  his  note,  $100.  8th,  Paid  cash  to  James  Heaton 
for  our  note,  $130.  9th,  Borro'vred  from  Charles  Coleman, 
$150.     10th,  Paid  Daniel  Dunn  on  acct.,  $100. 

Required  amount  of  Cash  on  hand. 


EXPLANATION. 


Dr.  ^ 

Cash  in  hand.  ( 

All  Cash  afterward  f 

received.  ; 


Cash. 


J 


ur. 

All  Cash  paid. 


The  differeuce  between  the  two  sides  will  show  Cash  in 
hand. 


M. 


joa^n. 


%. 


iS']f6. 

■/syS. 

^Mte  / 

e/vi  Aana 

soo 

00 

Jiaie  2 

^aiJ 

300 

00 

3 

^eceivea 

^0 

00 

6 

^aU 

50 

00 

S 

oJicccivca 

■/S-0 

00 

^ 

iPalJ 

^30 

00 

7 
9 

Qji.eeetvea 

-I'OO 

00 

/<? 

iPcccJ 

JfOO 

00 

-/so 

00 

■ 

^^0 

00 

' 

^^/o 

loaAn  In  tian  a 

"jfO 

00 

^50 

00 

^30 

00 

ITEMS   FOR   AN    ACCOUNT   OF   OTHERS'    NOTES. 


1876,  June  1,  We  have  on  hand  Frank  Ford's  note  for 
$350.  2,  Received  George  Gunn's  note  for  goods  sold  him, 
$280.     3,  Got  F.  Ford's  note  discounted,  $350.     5,  Received 
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tienry  Hunt's  note  at  one  month  for  balance  of  his  acct.,  ^130. 
6,  Sold  goods  to  Isaac  Inman  on  his  note  $120.  July  8, 
Henry  Hunt  has  paid  his  note  of  June  5,  $130.^ 

Kequired  how  much  is  owing  to  us  on  Others'  Notes, 


Dr. 


Or. 


PLAN. 

Others' Notes  in  hand.  (          Bills         j 

"        "  after-  T  Receivable,  j     Others'  Notes  dis- 

ward  received.        )  "       V  posed  of. 

The  diflference  shows  Others'  Notes  in  hand. 


'i. 


<^uA  oJiececuaaie. 


oJlec^iittM 
<iJieeeiuea 


3J0 


^30 


^^0 


00 


litne  3 


in  na/nu 


330 

■■/30 


00 
00 


^0 
^00 


00 
00 


00 


ITEMS    FOR  AN   ACCOUNT   OP   OUR   OWN   NOTES. 

June  1,  1876,  Note  outstanding,  favor  of  John  Jones, 
$200.  2,  Gave  our  note  to  John  Lord  for  goods  bought,  $350. 
3,  Accepted  Charles  Coleman's  draft  on  us  at  two  months,  for 
balance  of  account,  $190.  5,  Paid  Cash  to  John  Jones  for  our 
note,  $200.  6,  Bought  goods  on  our  note  from  Mark  Main, 
$270.  Aug.  6,  Paid  our  aoceptance,  favor  of  C.  Coleman, 
Required  amount  of  Our  Notes  outstanding. 


PLAN. 


Dr. 

Our  Notes  redeemed 


Cr. 


Bills         J  OurNotes outstanding 
Payable.      ]  Our  Notes  afterward 
(  issued. 

The  difference  shows  Our  Notes  outstanding. 
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'i. 


im 


au€t 


H. 


jr'une  5 

oAedeeniecl 

200 

00 
00 

^une  / 
2 
3 

^utiilandlna 

200 
350 
■/(JO 
2p 

00 

00 
00 

i 

3^0 
^20 

00 
00 

00 

■/O^O 

00 

■/O^O 

00 

ITEMS   FOR  A   PERSONAL  ACCOUNT. 

1876,  June  1.  Nathan  Newton  owes  us  ^150.  2,  Sold  him 
goods  on  account,  $20U.  3,  Received  cash  from  him  on  account, 
$100.  5,  Sold  him  goods,  $320.  6,  Bought  goods  from  him, 
$260. 

Is  N.  Newton  our  Dr.  or  Cr.,  and  for  how  much? 

PLAN. 

Dr.  )  (  Cr. 

The  value  N.  Newton  V  N.  Ne'wton.  I  The  value  N.  Newton 
receives  from  us.      j  (        delivers  to  us. 

The  difference  shows  how  much  he  owes  us,  or  we  owe  him, 

as  the  case  may  be. 


oA^ut/ian  oA/ew-tc 


an. 


%. 


us 

oJutii  lececuect 
value /lOn  ud 

aMud  ieoeittea 
vixute/icm  uA 


^30 

200 
320 

6p 


4^p.  I 

j:ting  3  ^M  tleUi/c/ 
ti4  vauie 

ud  tutiue 


'Ce  ottted  ud 


■/OO 
260 


360 
3/0 

6p 


00 
00 


oe 
00 

00 
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SECOND    EXAMPLE. 


1876,  June  1.  We  owe  Oliver  Owen,  $500  ;  2,  Bought 
goods  from  liim,  $2G0 ;  3,  Paid  him  cash,  §300  ;  5,  Borrowed 
from  him,  $150;   6,  Paid  him  cash,  8270. 

l.s  Oliver  Owen  our  Dr.  or  Cr.,  and  for  how  much  1 


m. 


0UU€i    U/t 


men. 


Wi. 


Q^ai  ieceivea 
value  fiom  titi 

Q^ad  ieceiuea 
tiauie/u>vn  ud 


We 


Aitn. 


SCO 

00 

iUne  / 
2 

2^0 

00 

S 

S'/O 
3j^0 

00 
00 

^^0  00 

y. _ 

Q/^ndcMed  lo 

/li'yn 

300 

00 

(^UU  eleUt^d 

(td  value 

26O'  00 

^U  «^.^v^ 

\ 

ui  vaute 

^50 

00 

^^o\oo 

ITEMS   FOR  AN   ACCOUNT   OF  THE   GOODS   WE  DEAL   IN. 

1876,  June  1.     Value  of  goods  on  hand,  $1500  ;  2,  Bought 
Flour  for  cash,  $380  ;  3,  Sold  Flour  to  Samuel  Smith  on  ac 
count,  $690 ;  5,  Bought  butter  from  Robert  Ridgway   on  our 
note,    $(370  ;  6,  Sold   butter  to   Thomas  Turner  on   his  note, 
7,  Sold  remainder  of  goods  by  auction,  $1600. 

Required  the- gain  or  loss. 


PLAN. 


Dr.       .  Cr. 

Cost  of  goods  on  hand.  \  -|»fl-„^„-u   „     (  What  they  sold  for. 
Cost  of  goods  bought  \         -,.  "  \  Value  of  goods  ou  hand 

j        ^'^®'        (      (if  any). 


since. 


The  difference  will  show  gain  or  lo&s,  as  the  case  may  be. 
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CPINQ. 

^i,                      Q//lelc/iandt6e. 

^i. 

fune  / 

'^.ooM  on  iutnd 
oJifiimM 

^JOO 

00 

Jf'une  3 

^c/J 

6oo 

00 

2, 

3^0 

00 

6 

9%/J 

J^^O 

00 

5 

Soouj^M 

6'/o 

00 

7 

SU/ 

-i'6oo 

00 

25S0 

00 

^           ■' 

220 

00 

2'/'/0 

00 

2'/'/0 

00 

! 

SECOND   EXAMPLE. 

1876,  June  8.  Goods  on  hand,  $800  ;  9,  Sold  goods  for 
cash,  $300  ;  1-0.  Sold  goods  to  James  Smith  on  his  note,  $200  ; 
12,  Bought  goods  from  Charles  Adin,  $1200;  13,  Sold  goods 
to  John  Brown  on  account,  $400  ;  14,  Goods  remaining  worth 
$1000. 

Required  the  gain  or  loss. 


I. 


f^ieichcvnuide. 


&n  nana 

^00 

00 

Jitne  ^ 

SU/ 

300 

00 

^2 

^OlMlM 

■/200 

00 

^0 

M/J 

200 

CO 

/3 

^<M 

J/-00 

00 

' 

M 

^■n  n<Mici 

^000  00 

<f^00  00 

1 

2eM 

-/OO  00 

2000  00 

2000 

00 

' 

BOOK  KEEPING. 
ITEMS  FOR   AN    ACCOUNT   OF   INCIDENTAL   EXPENSES. 

1876,  June   1.  Bought  stationery,    $15  ;    30,  Paid  Clerk's 
salary,  $40  ;  Paid  rentl^  ^30  ;  Paid  gas  bill,  $6  ;  Paid  taxes,  §4. 


Dr. 

Cost 


PLAN. 


Expense. 


i 


Cr. 


j      Returns,  if  any. 


^^a^/te'itAe. 


H. 


iS'/S. 

1 

^ne  / 

d/ia/ic}ifl^ 

/^ 

00 

30 

%/ei^'ti  ia/ctVu 

40 

00 

^ent 

30    \00\ 

?- 

S 

00 

s/aw^ 

4- 

00 

\ 

05 

00 

1 

Having  laid  down  the  general  principle  that  an  entry  on  the 
Dr.  side  of  an  account  in  the  name  of  a  thing  as  merchandise, 
indicates  that  we  have  received  the  particular  kind  of  thing 
represented  by  the  name  of  the  account,  the  pupil  may  be  led  to 
think  the  principle  at  fault  in  the  case  of  Expense  Acct.  It 
is,  however,  true,  that  every  entry  on  the  Dr.  side  of  this  ac- 
count indicates  something  received  by  us.  In  the  case  of 
stationery  and  gas  there  can  be  no  question.  We  received  the 
Clerk's  services  for  the  salary  paid.  We  received  use  or 
occupation  of  premises  for  the  rent  paid.  We  received  cer- 
tain civic  privileges  for  the  taxes  paid.  And  if  we  choose 
to  represent  all  such  things  received  by  the  word  Expense,  then 
the  principle  holds  good  in  this  case,  viz.,  that  an  entry  on  the 
Dr.  side  of  Expense  Acct.  indicates  something  received 
necessary  for  the  conducting  of  the  business. 
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CHAPTER  V. 

EXAMPLE   OF   CONNECTED   ACCOUNTS. 

The  pupil  can  hardly  fail  to  see  how  much  the  practice  of 
Book-keeping  depends  upon  a  knowledge  of  the  nature  and 
objects  of  accounts.  Book  keeping  may,  indeed,  be  called 
Account-keeping,  and  the  book-keeper  himself  an  accountant. 

In  the  examples  of  the  various  accounts  in  the  preceding 
chapter,  there  was  no  mutual  dependence  of  one  account  upon 
another.  "We  purpose  now  to  give  a  series  of  connected  trans- 
actions, which  will,  of  course,  give  a  series  of  connected 
accounts,  from  which,  when  completed,  may  be  derived  cer- 
tain definite  results,  showing  the  Assets  and  Liabilities,  the 
Gains  and  Losses,  of  the  business ;  and  through  them,  its 
financial  position. 

MEMORANDA   OF  TRANSACTIONS. 
1876. 

June  1.  Invested  iu  the  business  $  15  00 

2.  Bought  goods  from  Abel  Bond    800  00 

3.  Bought  stationery  for  use,  from  Chas.  Dunn       10  00 

5.  Sold  goods  to  George  Hunt 200  00 

6.  Sold  goods  to  Edward  Forbes 100  00 

7.  Received  cash  from  George  Hunt,  on  account  150  00 

8.  Paid  cash  to  Abel  Bond,  on  account  140  00 

9.  Received  cash  from  Edw'd  Forbes,  on  account  80  00 
10.  Sold  goods  to  Edward  Forbes 400  00 

12.  Gave  my  note  to  Abel  Bond,  on  account   ...  300  00 

13.  Sold  goods  to  George  Hunt 260  00 

14.  Received  from  Edw'd  Forbes  his  note  on  acct.  250  00 

15.  Bought  goods  from  Abel  Bond    1000  00 

16.  Sold  goods  to  Edward  Forbes 600  00 

17.  Received  cash  froin  Edward  Forbes,  on  acct.  100  00 

19.  Received  from  George  Hunt  his  note  on  acct.  200  00 

20.  Received  cash  from  Edward  Forbes,  on  acct.  500  00 

21.  Gave  my  note  to  Abel  Bond,  on  account   ...  500  00 

22.  Paid  cash  to  Abel  Bond,  on  account  600  00 

23.  Due  to  Mark  Newton,  for  rent    4000 

Value  of  mdse  unsold,  as  found  by  taking 

stock,  June  24th,  1876,  $650. 
"Required  the  net  worth  on  the  24th  of  June. 
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The  instructions  already  given  with  each  account  as  to  the 
kinds  of  entries  made,  are  here  arranged  in  a  tabular  form, 
which  will  be  found  very  convenient,  both  for  study  and. 
reference. 


Dr.  Entries. 

Accounts. 

! 
Cr.  Entries. 

Differences. 

Withdrawals. 

Capital. 

Investments. 

Paid. 

Others'     notes 
disposed  of. 

iOur    notes    is- 
sued. 

Value  he  has 
deliv'd  to  us. 

Returns. 
Returns. 

Received. 

Others'      notes 
received. 

Our    notes   re- 
deemed. 

Value  he  has  re- 
ceived from  us. 

Cash. 

BillsReceiv- 
able. 

Bills     Pay- 
able. 

Abel  Bond. 

Cash  in  hand 
Others'notes 

in  hand. 
Our  notes 
outstanding. 
/What  he 

owes  us, 
j  Or,  We  owe 
(.     him. 

Cost. 
Cost. 

Merchan- 
dise. 
Expense. 

Gain  or  Loss. 
Loss. 

The  pupil  will  observe  one  account  in  the  Table  Avhich  we 
have  not  mentioned  before,  namely.  Capital  Account.  It  is 
more  frequently  called  Stock,  and  sometimes,  by  the  Pro- 
prietor's Name.  In  this  exercise  the  pupil  is  directed  to 
call  it  by  his  own  name,  considering  himself  as  the  proprietor. 
He  will  treat  it  like  that  of  any  outside  party,  crediting  it 
when  he  puts  anything  into  the  business,  and  debiting  it  when 
he  gets  anything  out  of  the  business. 

He  will  make  out  the  necessary  accounts  on  a  sheet  of  paper, 
and  compare  his  work  with  that  in  the  book  afterwards.  There 
are  two  ways  in  which  he  can  do  the  work,  and  we  would 
advise  him  to  do  it  in  both.  He  can  take  one  account — say 
Cash — and,  picking  out  all  the  cash  received  and  paid,  finish 
it.  Take  another,  and  finish  it  in  the  same  way.  Or,  he  can 
write  the  headings  for  all  the  accounts,  and  then  taking  the 
first  entry  in  the  Memoranda,  enter  $15  on  the  Dr.  side  of 
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Cash,  and  the  same  amount  on  the  Cr.  side  of  the  account 
beaiing  his  own  name.  Tiien  take  the  second,  anil  enter  $800 
on  the  Dr.  side  of  Merchandise,  and  the  same  amount  on  the 
Cr.  side  of  Abel  Bond.  And  so  on,  to  the  end.  Each  way  has 
its  advantages;  but  for  the  sake  of  certain  lessons  to  be  learned 
from  the  latter  mode,  we  would  urge  the  pupil  to  let  this 
method  have  his  particular  attention. 

One  more  direction,  and  he  may  set  to  work.  In  making 
ejitries  in  the  accounts  representing  things,  write  the  nume  of 
the  person  from  whom  received,  or  to  whom  delivered  ;  and  in 
mating  entries  in  accounts  of  persons,  write  the  name  of  thd 
thing  the)'  have  received  from  you  or  delivered  to  yuu. 
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'i.   (1) 


lOA/l. 


%. 


'7 

20 

Yieo'trie  o^iaii 
Sc/tu' J  (£/'oi^e4 

/J 

-/SO 

■/oo 

300 

oo\ 

00 
00 
00 
00 

22 

2.: 

>/ 1/  Aaiiti 

■/4-0 
6oo 

00 
00 

7^0 

■/03 

00 

00 

^^5 

00 

^4-5 

00 

\.  (^) 


OiuA  ^jtececiiafMe. 


k. 


250 

200 

00 
00 

A50 

00 

/line  2j^ 


Qj-n  /tanu 


J^50 


\^50 


00 


00 


\,    (3) 


OUi 


<Mia.iite. 


7" 


JLit/ite  2j^Wi<fAia)iatna 


^00 


^00 


00 


00  \ 


jtiine  ^2 
2^- 


ottcl 


300 
500 

^00 


00 
00 

00 


'M 
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^.    (4)  Qyfuicnctnat'ie. 


O 


?^. 


/5 


^00 
^000 

00 
00 

00 
00 

JO 

/J 

2j^ 

2!^0 

00 

Saiv-'tli/'o  I  oed 
Sam' ch/'oiM4 
ue&lae  q^mm/ 
watu'e/^oloed 


^oodil€tn4out 


200 
■/OO 
^00 
260 
600 

JSdo 
650 


00 
00 
00 
00 
00 

00 
00 


22^0  00 


&i.     (5) 


0x/u 


'i€)Vi€, 


V. 


23 


Qy/l^k.  oA'euj.ion 
ude  o/yuem-cie-j' 


/O 


40 


oO\  00. 

I 


.S066 


50 


00 


50 


00 
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^i.     (6)  (pupil's  name). 


JCu/ne  / 


^a6A 


/^ 


00 


'i.  (V      ^/^/m^nj. 


n. 


^2 

2^ 


S-4 


<iSuu/ia/ua.Au 
^cuA 

■/Ji-0 

300 
^00 

6oo 

oo\ 

oo\ 

00 
00 

^vne2 
■/5 

ffe  cttte  Attn 

-/jJi-o 
260 

00 
00 

y^oo 

00 

' 

^000 


^Soo 


00 
00 


00 


h.  (8)      WiciA  Bi 


unn. 


H. 


^tne  2j}- 


/re  ctue  Ac» 


■/O 


00 


/syS. 


/u. 


QTlaitonei/^ 
{  CivAende) 


/o 


00 
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/sp. 

■/^'/S. 

iune  6 

(3///(/-ie 

^00 

00 

/line  0 

^04/1 

^0 

CO 

^0 

Q///die 

400 

00 

/^ 

m^^  iec'£/e 

250 

00 

U 

oJ/Me 

ioo 

00 

'^/ 

<^a^A 

^00 

00 

/ 

SO 

"^cuA 

300 

00 

fSO 

00 

/ 

/ 

2J/ 

o/fe  cu>€d  u6 

//<? 

00 

■/</00 

00 

J-/00 

00 

1 

1 

1 

Bi.  (10) 


z/.€ela,e  oJutm^. 


H. 


/J 

oJllie 

200 
260 

00 
00 

24 

yjo 

200 

00 
00 

350 

■/</0 

00 
00 

4.60  00 

460 

00 

Wi.    (11)        Q.iad  oMUan. 


H. 


/.?/«^.     •  II 

^un€  24  fre  ou^e  fii/ni        4-0 


\ 


00 


^4/ne  24 


Occtt/icUion 


40 


00 


25 
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The  closing  entries  in  the  preceding  set  of  accounts  will 
each  represent  one  of  four  things — an  Asset,  a  Liability,  a 
Gain,  or  a  Loss — and  furnish  the  pupil  with  the  two  classes 
of  data  for  the  estimation  of  his  Financial  Position  on  the  24th 
of  June.  Let  him  first  make  out  a  statement  of  his  Assets  and 
Liabilities.  The  numbers  refer  to  the  particular  accounts  in 
the  set. 


Assets. 


Liabilities. 


E/^./ 

wcui/i  in  /land 
Q4ld6e  in.  Aatta 

^05 

qJVc.3 

7 

^00 

f<Uo€H=iaAinn\ 

650 

0n  acccM/ni 

260 

£ 

&wing.  Aim.  <yn  no/t4 

4-50 

^ 

^Ui  Mue^i  ©.  ^<Mvnf 

9 

Sciiu'a  oJ'oiOeS  cwei 

Ml.  accoiwii 

^0 

<»%  aceownt 

//^ 

// 

(^U  oim;6  QM.  QjVew.= 

/c 

neoine  ^(Mtij    ao 

HO 

ion,  en  occoiMti 

Ji-0 

///<? 

y^ 

<8^ci  /tie6»n4.  ne-l 

3p 

y^ 

/ 

■/Ji^^s 

/4^5 

Next,   take  the  Gains  and  Losses  in   connection  with  the 
Capital  at  the  beginning. 


qA^o.4 


ziain  /u>*n  tncide 

f  aenn 
U/iiainai  ca/iiia/ 

s/m  Ale6Mti  *xe.t  uKxUn 


26 


4/0 
50 


360 

/J 


3'/5 
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The  account,  No.  6,  in  the  name  of  the  pupil  could  not  be 
closed  until  tlie  Net  Gain  or  Net  Loss,  as  the  case  may  be,  had 
been  ascertained.  The  iirst  entry  is  intended  to  show  how 
much  he  put  into  tlie  business,  that  is,  the  Financial  Posi- 
tion at  the  heriinning  of  the  ])eriod  under  consideration;  and 
the  last  or  closing  entr}',  the  Financial  Position  at  the  end. 
The  former  is  already  shown.  To  show  the  latter,  if  there  has 
been  a  net  gain,  it  must  be  entered  on  the  credit  side,  thus 
increasing  tlie  Original  Capital ;  if  there  has  been  a  net  loss,  it 
must  be  entered  on  the  debit  side,  thus  lessening  the  Original 
Capital.  The  difference  between  the  two  sides  will  then  show 
the  Net  Capital  at  the  end  of  tlie  period.  The  result  of  the 
business  in  this  case  has  been  a  net  gain  of  $3G0.  The  account 
when  closed  will,  therefore,  appear  as  follows  : — 


Bi. 


(pupil's   NA3IE.) 


<Si. 


^^Mte24 

^Tieiient  net 
ca /lilac 

3Ji 

CO 

-/sjS. 

Tune  / 
2^ 

oJVei  acdn 

3iO 

00 
00 

3p 

00 

3p 

00 

1 

The  pupil  will  see  that  in  finding  his  Net  Capital  from  the 
second  class  of  data,  not  one  of  the  first  class  was  required, 
except  that  of  the  unsold  merchandise.  This,  of  couise,  was 
necessary  in  order  to  find  the  gross  gain  from  sales.  He  had 
no  need  to  know  the  cash  in  hand,  nor  the  notes  outstanding, 
nor  what  was  owing  to  him,  or  by  him,  on  account. 

He  will  also  notice  that .  the  latter  mode  is  much  shorter 
than  the  former.  If  he  had  done  business  with,  jice  hundred 
persons  instead  of  five,  as  above,  the  first  method  would  have 
been  materially  lengthened,  wliile  the  same  three  accounZ.9  would 
still  have  sufficed  for  the  second  method. 

As  the  same  result — the  Net  Capital — is  obtained  from  two 
different  classes  of  accounts  so  very  nearly  independent  of  each 
other,  a  strong  proof  is  afforded  of  the  accuracy  of  the  work. 
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In  the  same  way,  any  series  of  connected  business  transac- 
tions will  furnish  material  for  accounts  which  will  show,  in  the 
difference  of  their  sides,  the  two  classes  of  data  necessary  for 
a  double  statement  of  the  financial  position  at  the  end  of  the 
period  embraced  by  those  transactions.  Let  the  student  not 
leave  this  exercise  until  he  thoroughly  comprehends  every  part 
of  it. 

In  working  out  the  preceding  exercise,  the  pupil  must  have 
noticed — 

I.   That  for  every  transaction,  he  made  an  entry  in  two 
accounts. 

II.  That  these  entries  were  on  opposite  sides. 
III.  That  they  were  equal  in  amount. 
For  example,  the  statement,  June  1st,  of  the  investment, 
gave  an  entry  on  the  Ci.  side  of  the  account  in  his  own  name, 
and  one  on  Dr.  side  of  Cash  to  the  same  amount.  The  pur- 
chase of  goods  from  Abel  Bond,  on  the  2nd,  gave  an  entry  on 
the  Dr.  side  of  Mdse,  and  one  on  the  Cr.  side  of  Abel  Bond's 
account  to  the  same  amount.  He  has,  indeed  (aud,  perhaps, 
without  knowing  it),  been  making  a  Double  Entry  Ledger. 

Now,  in  the  particular  exercise  here  given,  as  all  the  trans- 
actions are  on  credit,  one  of  the  entries  in'each  case  was  neces- 
sarily in  a  personal  account,  and  the  other  in  an  account 
representing  a  thing.  Common  sense  will  tell  him  he  can- 
not dispense  with  the  entries  in  the  personal  accounts  ;  he 
may  (though  he  had  better  not)  dispense  with  the  entries  in 
the  accounts  representing  things.  Had  he  done  so,  he  would 
have  had  a  Single  Entry  Ledger. 

If  he  will  turn  to  the  openings  containing  the  accounts  (page 
22-25),  he  will  find  them  arranged  so  as  to  assist  him  in  under- 
standing the  difi"erence  between  the  two  methods.  The  second 
opening,  taken  alone,  is  Single  Entry ;  both  openings,  taken 
together,  constitute  Double  Entry.  In  the  former,  he  debits 
and  credits  only  persons  ;  in  the  latter,  he  debits  and  credits 
both  persons  and  things.  And  by  "  things,"  we  mean 
not  only  material,  tangible  things,  such  as  cash,  merchan- 
dise, notes,  but  also  any  accommodation  or  advantage 
to  which,  in  business,  a  money  value  is  attached,  as  use  of  money 
(interest  or  discount),  occupation  of  premises  (rent),  sewices  of 
derks  (wages),  &c. 

The  learner  will  have  anticiplated  the  definition  of  the  book 
called  the  Ledger.  Besides  this,  other  books  are  used,  of  which 
he  will  be  shortly  informed  ;  but  the  Ledger  is  the  principal 
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))OOk,  all  others  boing  for  convenience,  and  subsidiary  to  it. 
]t  is  the  book  in  m  liich  all  the  transactions  are  classified  in  the 
form  of  accounts.  A  better  single  name  could  not,  per- 
haps, have  been  chosen  for  it.  It  is  derived  from  the  Latin 
verb  legere,  to  lay  or  put  together,  to  collect,  to  pick  out. 

We  are  about  to  introduce  the  pupil  to  Single  Entry  Book- 
keeping, but  we  are  anxious  to  impress  upon  his  mind  from  the 
very  beginning,  the  undoubted  superiority  of  Double  Entry. 
Let  him  not  forget  that  the  ultimate  aim  of  a  set  of  books 
is  to  show  at  any  time  the  financial  condition  of  the  busi- 
ness, and  that  this  can  be  shown  in  two  ways : — 

L  From  a  comparison  of  the  Assets  and  Liabilities  at  the 
time. 

IL  From  the  Capital  at  a  former  period,  and  the  net  gain 
or  net  loss  since. 

And  that  Double  Entry  (as  he  has  seen)  furnishes  these 
two  classes  of  data. 

Bearing  this  in  mind,  he  will  be  able,  as  he  progresses,  to 
institute  a  comparison  between  Single  and  Double  Entry,  and 
^vill  probably  discover  in  the  end  tliat  the  labor  required  in 
the  former,  as  commonly  practised,  is  so  nearly  equal  to  that 
required  in  the  most  approved  modern  forms  of  the  latter,  that 
Imsiness  men  might  well  afford  to  give  the  little  extra  labor 
/lecessary  to  make  it  such,  and  thus  realize  all  the  advantages 
it  offers. 

QUESTIONS  FOE  REVIEW. 

What  is  meant  by  selling  goods  on  credit  ?  What  arrangements  may 
be  made  as  to  payment  ?  Write  a  Promissory  Note.  Write  a  Drait. 
What  must  be  done  to  a  Draft  to  make  it  a  jn'omise  to  pay  ?  In  what 
respect  do  a  Promissory  Note  and  Draft  agree,  and  in  what  do  they 
differ  ?  How  may  debts  owing  to  us  be  naturally  aivi^ied  ?  How  may 
the  debts  we  owe  be  divided  ?  What  is  the  ultimate  object  of  Book- 
keeping ?  Kmiwing  a  trader's  Assets  and  Liabilities,  how  would  we  find 
his  Financial  position  ?  Knowing  his  original  Capital,  and  his  Gains 
and  Losses  since,  how  would  we  find  it  ?  Of  what  do  a  trader's  Assets 
or  Resources  usually  consist  ?  If  a  business  is  prospering,  how  are  the 
Assets  and  Liabilitu^s  varying  in  respect  of  each  other  ?  VVhat  is  meant 
by  an  Account  ?  Explain  the  form  of  account  commonly  adopted.  To 
what  do  the  terms  Dr.  and  Cr.  primarily  apply  ?  Which  side  of  an 
account  is  called  the  Dr.,  and  which  the  Cr.  side  ?  What  idea,  in  con- 
nection with  the  name  of  an  account,  is  associated  with  the  Dr.  side, 
and  what  with  the  Cr.  side?  What  does  "Cash  Dr."  mean?  What 
does  "  John  .lones  Dr. "  mean  ?  What  does  "CashCr. "  mean?  What 
does  "  John  Jones  Cr. "  mean  ?  Explain  how  the  Cash  which  ought  to 
be  in  hand  is  found.  Explain  how  what  is  owing  to  us  on  Others'  Notes 
is  found.     Explain  how  what  we  owe  on  Our  Notes  ia  found.     Explain 
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how  wliat  13  owing  us,  or  what  we  owe  others,  when  no  notes  have  been 
received  or  given,  is  found.  Explain  how  the  Gain  or  Loss  on  mer- 
chandise is  found.  In  the  example  of  connected  accounts,  how  often  u 
t(ich  fact  stated  ?  What  name  is  given  to  the  book  containing  such  a 
collection  of  accounts  ?  if  we  call  ourselves  the  First  Party,  and  the 
person  we  are  doing  business  with  the  Second  Partj^  whose  part  in  the 
transaction  do  we  mainly  consider  in  a  jjersonal  account,  and  whose  in  a 
noii-perfional  account  ?  Which  of  these  accounts,  taken  alone,  constitute 
Single  Entry  ?    Which  constitute  Double  Entry  ? 


CKAPTEE  VI. 

TNTRODUCTOPvY  REMAPtKS  TO  SINGLE  ENTRY. 

In  Single  Entry,  the  Ledger  contains  accounts  only  for 
persons.  The  transactions  wliich  affect  any  persons  in  their 
relation  to  ns  as  Dr.  or  Cr.'va'^y  be  entered  at  once  in  the 
Ledger,  or  they  may  first  he  entered  in  a  book  called  the  Day 
Book,  and  afterwards,  at  convenience,  transferred  to  the 
Ledger. 

Jf  James  Smith  sells  to  John  Erown,  July  1st,  1876,  one 
felt  hat  on  credit,  for  $3,  he  may  enter  as  follows  : — 


DAY  BOOK. 


m. 


Qja  one  /cii  /uti 


if  3   00 


LEDGER, 


I. 


"i^i 


■/s/S. 


q/(?  one    icil 
/cat 


00 


Or,  he  may  dispense  with  the  Day  Euok,  and  use  only  the 
Ledger. 
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John  Brown  in  his  books  would  write  as  follows  : — 

DAY    BOOK. 


one 

fJi/iat                         03    00 

LEDGER. 

Bi.                 fameA  &mtl 

%. 

/c?//.   i 

^^^   /  ^H  one  ^li 
/ud 

3 

00 

Or,  he  may  dispense  with  the  Day  Book,  and  use  only  the 
Ledger. 

We  have  here  used  the  preposition  "  To  "  in  the  debit  entry, 
and  "By"  in  the  credit  entry,  out  of  deference  to  custom. 
Some  do  not  use  thera.  And  certainly  John  Brown  is  not 
Dr.  to  the  Hat,  but  to  us  for  the  Hat.  Indeed,  the  word 
"  for "  would,  in  general,  better  express  the  meaning,  if  it  be 
thought  necessai'y  to  use  any  word  at  all. 

The  following  examples  will  further  illustrate  the  mode  of 
entering  transactions  in  the  books  of  both'debtor  and  creditor, 
with  which  the  pupil  should  become  familiar  before  progressing 
further.  For  this  purpose  separate  sheets  of  paper,  ruled  by 
the  pupil,  should  be  used.  Let  the  pupil  write  the  transactions 
on  one  page,  numbering  them,  and  make  the  proper  entries  on 
another,  with  their  corresponding  numbers  and  correct  dates, 
as  in  the  following  examples.  The  pupil  should  be  required 
to  write  out  a  number  of  transactions,  in  addition  to  tliose 
given  in  the  book,  and  after  having  studied  them  carefully,  be 
prepared  in  recitation  to  give  the  entries  on  the  blackboard. 

The  learner  should,  from  the  first,  invariably  compute  the 
value  of  all  articles  bought  or  sold,  whether  the  calculations 
are  made  in  the  book  or  not.  It  would  be  to  his  advantage  to 
do  this  in  studying  any  treatise  on  Book-keeping.  But  in  the 
use  of  this  work  it  becomes  absolutely  necessary  ;  for  transac- 
tions are  soon  introduced  where  such  computations  are  un- 
avoidable. * 
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TRANSACTIONS    TO     BE     RECORDED    IN    THE    BOOKS    OF    BOTH 
THE   BUYER  AND   SELLER. 


Transaction  1. — January  2nd,  1877. 

John  Brown  buys  of  James  Smith  one  felt  hat,  for  which  he 
agrees  to  pay  him  three  dollars. 

John  Brown  is  the  debtor,  because  he  is  the  receiver.  James 
Smith  is  the  creditor,  because  he  is  the  giver. 


Transaction  2. — January  3rd,  1877. 

Wm.  Jones  sells  to  Peter  West  one  pair  of  boots,  for  which 
he  is  to  pay  him  five  dollars. 

Peter  West  is  the  debtor,  because  he  is  the  receiver.     Wm.- 
Jones  is  the  creditor,  because  he  is  the  giver  or  seller. 


Transaction  3. — January  4th,  1877. 

Robert  North  sells  to  George  South  four  reams  of  paper,  for 
which  he  is  to  pay  twelve  dollars. 

George  South  is  the  debtor,  because  he  is  the  receiver. 
Robert  North  is  the  creditor,  because  he  is  the  jriver. 


Transaction  4..— January  Stli,  1877. 

B.  M.  Norman  buys  of  J.  B.  Graham  one  overcoat,  for  which 
he  is  to  pay  twenty  dollars. 

B.  M.  Norman  is  the  debtor,  because  he  is  the  receiver.  J. 
B.  Graham  is  the  creditor,  because  he -is  the  giver  or  seller. 
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MODE  OF  ENTERING  THE  FOllEGOING  TRANSACTIONS. 


Ko.  1. 

^^77- 

James  Smith  enters  in  his  book — 

1 

Jkn. 

2 

e/o  one  /e/i  /lat 

John  Brown  enters  in  his  book — 

SJi 

3 

OC 

^n. 

2 

So^  on^  /cu  /lai 

1 

3 

Ot 

No.  2. 

\ 

Wm.  Jones  writes  in  his  book — 

A^- 

3 

q/o  one  /tail  o/  ooo&S 

Peter  West  writes  in  his  book — 

3i. 

S 

Oi 

^^«. 

3 

^U-  one  /laii  o/  ^oatA 

%. 

5 

1 

Ot 

t^' 


^M 


4- 


No.  3. 
Robert  North  writes  in  his  book — 

'^e<Hne  cBotUA  Qji. 

qJo  /out  ieamd  o//ier/iel  ai  03 

George  South  writes  in  his  book — 

q/j^  jfoiiA  ^^a/yn6  Of  /ut/iel  at  ^3 


I  No.  4. 

I  J.  B.  Graham  enters  in  his  book  — 

&o  one  ovt'lcocU 

B.  M.  Norman  enters  in  his  book — 

^5^  one  oveicccU 
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SINGLE  ENTRY. 


INSTEUCTIONS,— SET  I. 

The  most  simple  form  of  keeping  accounts  is  presented  in 
this  set.  It  is  well-  adapted  for  mechanics  and  others  whose 
business  transactions  are  very  limited.  Only  one  book  is  used, 
the  Ledger,  and  the  transactions  are  entered  directly  in  it  without 
the  intervention  of  a  Day  Book.  The  space  to  be  appropriated 
for  any  account,  in  actual  business,  will  be  greater  or  less  ac- 
cording to  the  extent  of  the  person's  dealings.  Open  only  one 
account  on  each  page  in  this  set,  as  there  are  but  few  persons 
with  whom  you  have  dealings  and  the  accounts  are  long.  The. 
name  of  the  person  should  be  written  in  a  fair  bold  hand,  so 
that  it  may  be  readily  seen  when  turning  the  leaves,  and 
easily  distinguished  from  the  other  writing.  Over  the  doubhj 
money  cilumns  to  the  right  of  the  page,  write  "Dr."  and 
"  Cr.,"  to  show  where  the  aniounts  of  the  items  are  to  be  placed. 

In  writing  up  tliis  set,  first  read  the  narrative  of  transac- 
tions, and  write  each  entry  in  its  proper  account,  in  the  order 
of  its  date. 

The  first  transaction  to  be  entered  is  the  purchase  of  iron 
and  coal,  from  John  Smith,  on  the  2nd  of  September.  Open 
an  account  for  John  Smith  by  placing  his  name  in  a  large  bold 
hand  at  the  top  of  the  page,  and  over  the  double  money 
columns  to  the  right,  place  "  l;r."  and  "  Cr.,"  as  directed  above ; 
then  enter  to  his  Cr.  the  items  purchased  from  him.  Next 
open  an  account  for  WiUiam  West,  and  enter,  to  the  Dr.  side, 
the  work  done  for  him  ;  then  open  Thomas  Brown's  account, 
and  charge  him  with  the  work  done  on  the  3rd,  and  so  on, 
making  all  the  entries  of  one  day  before  making  any  of  the 
succeeding  day.  In  making  the  entries,  first  Avrite  the  date  on 
the  left,  then  the  item,  and  lastly  the  amount  in  its  proper 
column.  The  word  "  To  "  is  prefixed  to  the  items  for  which 
the  accounts  are  debited,  and  the  word  "  By  "  to  those  ior 
which  the  accounts  are  credited.  Great  care  should  be  taken 
to  avoid  placing  the  amounts  in  the  wrong  columns. 

Before  closing  the  Ledger,  which  should  be  done  at  stated 
periods,  every  transaction  that  will  affect  any  account  should  be 
entered,  and  settlements  effected  as  far  as  practicable.     This 
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done,  add  the  amounts  that  are  in  the  columns  of  the  different 
accounts — such  as  VVm.  West's,  and  otliers  that  have  the  foot- 
ings of  the  Dr.  and  Cr.  columns  equal,  rule  off,  and  place  the 
footings  as  shown  in  the  accou^it.  If  one  side  of  the  account  is 
larger  than  the  other,  as  shown  by  John  Smith's  account,  find 
the  difference  between  the  two  sides,  write  the  date  of  closing, 
and  say,  as  the  case  may  be,  "  To  "  or  "  By  "  balance,  and  place 
the  difference  or  balance  on  the  smaller  side. 

After  the  Ledger  is  closed,  make  out  the  statement.  This  is 
a  very  important  part  of  book-keeping,  as  it  shows  the  results 
of  the  business  and  the  general  condition  of  affairs.  The  state- 
ments should  contain  a  list  of  all  property  belonging  to  the 
business,  a  list  of  all  accounts  against  others,  and  also  a  list  of 
all  debts  owing  to  others. 

Ill  subsequent  sets  the  statements  will  include  a  greater 
variety  of  accounts. 


TEANSACTIONS.— SET  L 

^^'^-  MECHANICS'  FORM. 

Sep.  1st.  Rented  the  shop  and  tools  of  John  Smith,  at  ninety- 
six  dollars  per  year,  for  the  purpose  of  carrying  on 
the  business  of  a  blacksmith. 

"  2ud.  Bought  of  John  Smith,  on  one  year's  credit,  his  stock 
of  iron  and  coal — 5000  lbs.  iron  at  5c.  and  5  tons 
coal  at  S8— $290. 

V  "  Shod  2  horses  all  around,  for  Wm.  West,  $1  ;  re- 
paired his  waggon  and  set  1  tire,  $2.20. 

"  3id.  Made  1  large  clevis  for  Thomas  Brown,  $1.25  ;  mended 
2  barn  hinges,  30c. ;  and  tempered  crow-bar,  20c. 

"  "  blended  trace  chain  for  George  Weaver,  30c.  ;  shod 
1  horse  (fore  feet),  50c. ;  set  waggon  tire,  $1  ; 
ironed  neck  yoke,  $1. 

"  4th.  Mended  log  chain  for  John  Smith,  2  new  links,  40c. ; 
sharpened  and  set  4  shoes,  75c. ;  sharpened  coulter, 
25c.  ;  1  pair  small  clevises,  $1. 

*•  5th.  Received  from  Wm.  West  5  bush,  potatoes,  at  40c.  ; 
4  lbs.  butter,  at  25c.  ;  10  lbs.  clieese,  at  10c. 

"  "  Rejaired  plough  for  John  Smith,  §1  ;  rod  for  same, 
20c. ;  2  belts,  35c.  ;  1  clevis,  50c. 

**     8th.  Ironed    1  bucket  for  Thomas  Brown,  SI. 25  ;   shod 
colt,  4  new  shoes,  SI  ;  tempered  drill  and  pick-axe, 
25c. ;  and  ironed  whifiietrees,  50c. 
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Sep.    9th.  Ironed  waggon  for  George  Weaver,  $15.25  ;  mended 

shove],  20c.  ;  and  repaired  sulky,  $2.20. 

"     10th.  Received  from  Thomas  Brown  1  turkey,  $1 ;  1  load 

wood,    $2.      Shod   his  horses  all    around,  4   new 

shoes,  $1.50  ;  sold  him  4  hooks  and  staples,  at  16c.; 

1  iron  wedge,  75c. 

'•     12th.  Repaired  drag  for  John  Smith,  2  new  bands,  50c. ; 

ironed  neck-yoke,  $1  ;  ironed  whiffletrees,  $1.50. 
"         •*       Received  from  George  Weaver  5  doz.  eggs,  at  15c.  ;  4 

bags  apples,  at  40c. ;  1  quarter  lamb,  15  lbs.,  at  10c. 
"     13th.  Mended  waggon  box  for  Wm.  West,  $1.25  ;  sharp- 
ened 15  drag  teeth,  at  5c. ;  4  new  links  for  trace 

chain,  at  15c. 
"  _  15th.  Sold  John  Smith  40  lbs,  gate  hinges,  at  15c.;  10 

lbs.  bolts,  at  12jc. 
**        "      Repaired  buggy  shaft  for  Wm.   West,  50c. ;  set  2 

shoes,  25c.  ;  mended  shovel,  25c. 
"        **      Sharpened  and  set  two  shoes  for  George  Weaver, 

35c.  ;  repaired  cultivator,  $1.25  ;  sold  him  1  large 

clevis,  $1.20. 
"     16th.  Mended  shovel  for  Thomas  Brown,  20c. ;  sold  him 

2  bands  for  harrow,  50c. ;  and  set  two  shoes  (colt's 
fore  feet),  25c. 

"     17th.  Received  from  Wm.  West  1  brace  chickens,  50c.; 

4  bush,  potatoes,  30c. 
"        "      Repaired  buggy  for  John  Smith,  $3.20. 
"     20th.  Received  from  Thomas  Brown,   on  account,  5  ll)s. 

butter,  at  20c. ;  4  bush,  apples,  at  25c. 
"     24th.  Received  from  George  Weaver,  on  account,  ^   ton 

hay,  $6.25  ;  1  bbl.  flour,  $5.50. 
"         "      Repaired    ox-yoke  and   chain  for   Thomas  Brown,  *" 

$1.80  ;  and  set  two  shoes,  25c. 
"     25th.  Sold   George   Weaver  4  strap    hinges,    at    25c. ;     1 

clevis,  75c.  ;  1  hook  and  staple,  15c. 
"     26th.  Received  from  Wm.  West  cash  in  full  of  accoun., 

$1.10. 
"         "       Sold  Thomas  Brown  1  pair  buggy  .springs,  .^S.50. 
"     29th.   Received  from  George   Weaver  cash,  in  fuU   of  ac- 
count, .$9.55. 
"         "      Ironed  lumber  waggon  for  John  Smith,  $14.40 
"     30th.  Received  from  Thomas  Browji    cash,  in   full  of  at> 

count,  $14.10. 
I  have  on  hand  iron,  as  jiei-  inventory,  $210  ;  coal,  430  ;  manu- 
factured hnrsp.  shoes,  holts,  cleviseSf  &c.,  $30.50. 
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fa/m  <&mdl         M.       %, 


ap.  1 

1 

1 

1 

d/^. 

2 

Wy 

5000  ^  tlon,  cd  5c. 

250 

00 

1 

ee 

5  i<ynA  coui,  (U  ^6 

40 

00 

tt 

k 

<t 

oAienciina    -/     u)a    cnctin     {2 
wr/taiJuninn.    ana     6eltinn    J/- 
d/nal/ienlna   tsouiiei 

40 

75 
25 

If 

■/  /tacl  dtnaU  cceiiiti€4 

1 

00 

«r 

6 

i 

c< 

&le/iacUna  ■/  Alt  rfrA 
/  ioc/ /oi              " 
2  /^^ 

1 

00 
20 
35 

cc 

/  cuitui 

50 

tt 

12 

« 

oMe/iai/Una  tAaa  (2  ^  axa 
iitMtaA  \ 

50 

et 

Q/'ionina,  /  •necK  uo4e 

1 

00 

« 

"         /  Al  ojf  w/u/ZAllee^i 

1 

50 

« 

15 

It 

Ji-0  /^.   naie  /iinaed,  at  '/5c. 

6 

00 

tt 

^0      "      ^o^U,  at  /^>^c. 

1 

25 

M 

17 

tt 

oJieAaiiina  ■O-tuf.at/^ 

S 

20 

tl 

29 

tt 

Qjlonina  uwiuel  w-aa^n 

u 

40 

<V 

SO 

tt 

<?£uCunce  Ic  neut  accouati 

257 

70 

290 

00 

290 

00 

Note. — It  is  usual  to  rule  with  red  ink.  And  it  is  also  re- 
commended (although  we  have  not  found  it  convenient  to  do 
this  in  the  book)  to  write  the  closing  entries  in  red  ink,  in  order 
that  the  eye  may  more  readily  distinguish  entries  of  transac- 
tions from  mere  closing  entries. 
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Bt.     <?i. 


IS 


15 

11 
H6 


"    oAf/icuUi/'jf,  war/fpon    a.'yul 


t/  6ei~ 


lo,  wayno: 
la  /  iiie 
6u  S  /nidn.   /ioia,io€4j  at  ^Oc. 
"    -^  /di.   Adtei,  cd  23 c. 
'<    ^0  /(^a.   c/t€e4e^  at  -/Oc. 
@/c    QMcncu-aa  UHinqcyt  ■aox 

at  •5c. 
"    j^-  iifAu  iinHA  jfol   tlace  cnain^ 

at  -/Jc. 
"    o/u/iatitna  MigrM^  Ana/i 
"    (S^atttn^    2  d/ioeA 
"    ^^icnciinn  /  6nove/ 
,Qu  /  Aaii.  enlcKend 
'^   ^  iiiid/i.   /loiatoeA,  at  30c. 
'"''    wadA  tn  Auc  <i/ account 


00\ 

I 

25 

15 

60 
50 

25 


00 
00 
00 


50 
20 
10 

80 


S8 
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^i.        ^l. 


/.j"/^.' 

^e/,. 


10 


16 


20 
U 

26 
SO 


"    Qyuciiciina.  2  Italn  Ainae6 
"    &J(ym/iclina   /  cicttt-oat 
"    Qy ionina   ■/  uiicAet 

"    o/em/wliyia  alifl  ana  /licucuc* 
''     oyionlna  uiAi//u.iu<4 

"  4   icaa  Ktooa 

e/c  Q/noeiyta    /lOUtd    aU    €Uott/na 
(J/-  ytew  6ncf4j 

"  j^  AooM  a-nci  6ta/iu6  at  ■/6e, 

"  /  lion,  uteaae 

''  Q/fienctiiia  /  dncve/ 

"  2  oancld  fol  Aaliom 

"  ^Mcna  2  <iAoe6  (co/lt'd    Au* 

M 

!^Bu  5 /di.  dtdiei.,  20 e, 
"   Ji-  A(aA.   a/iA/a,  «/  25e. 

o/o    QMf/iaiiuin  o<c-ucm  ana  cnam 
"    <£feUina  2  d/ice^ 
"    /  /laii  Miyatl-  d/iHfia6 

oMit  %a<inj  iai  fiui  c/  aectxMvi 


25 
30 
20 
25 
00 
25 
50 


1   50 

60 
7P 
20 
50 


1 
8 

19 


25 


80 
25 
50 


10 
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icctiae 


T 


We. 


ea^ei. 


q/o    Q,U€)ifiiyia  ■/  ilace  cnaivi 
"    <£i^/ioelMa  /  noUe  f  /ole  /tetj 

"    Qyic^ncna  ■/  'ne&K  uoKe 

"  "  uiaaacti 

^'    QMenaina  ■/  dncvec 

"     oJle/iaiiina.  6ulKt/^ 
12  <iBu  O    del.    efjg-i,  ai  -/5c. 

"    Ji-  ^agA  a/i/iU6,  tii  j^Oc. 

"    /  «i.   /am^,  ^J  /^.j  at  /6c.  \ 
15  <^^    wfnai/ienina    ctncl    detiing    2 

0€6 

'uiilina  /  cutuualoi. 
'^    /  /aiae  cieuoi 

"    /  Ml  //out 
S5  &€    J^  dlla/i  JU^ned,  cU  25c. 

"    /  c/tfii 

"    /  AooK  etna  iieUue 
20\^it  vrt.iA,  en  jUiU  o/ aecount 


1 
1 

15 


50  \ 

od\ 
oo\ 

25 
20 
20 


35 

25 
20 


00 
75 
15 


25  15 


%. 


75 
60 
50 


25 


25 
50 


55 


15 
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(i/cate'yneni  oi  oJiedouieed  ctnu  <M^i€ttituue6. 

QT^ltrn  en  /lancl,   aalnca  at  ^  =  $2.4^0    00 

^Aue  toM6  cca/,  ai  ^/O  =  -  30    00 

^ciAe  AfioeA,  ^cud  ana  cutfi,ie-i  =  "  30    50 

^a^A  en  /lanc/      =               =         '  ^  =  2 J/-    '/S 

^ola/  SRe4ouUoi  »  -•  »  $325    25 

QMnt  <>uM,na      icnn  QMniln,  C'n  accciMti   =     $25^    JO 
wnt  tnoni/i'd  leni,  ai  S C6  /isi  yeai  =  ^    00 


^ciiJ^iaii^A  ^  --  ^  $265    '/& 

SDMeience  ueiuteen,  Q/iedouiced  ana    Jz.iaAiMie<ij   oi. 

QjVei7roiiA  ,  =  ,  =  $5^    55 

As  you  began  without  capital  and  are  now  worth  $59.55, 
you  must  have  gained  this  amount  during  the  month  you  have 
been  in  business. 


FIRST  SET  FOR  PRACTICE. 

USE  ONLY  THE  LEDGER,  SAME  AS  IN  PRECEDING  SET. 

On  Jan.  3rd,  1877,  commenced  business  with  $1500  in  cash. 
Paid  for  store  fixtures,  $200  ;  for  goods,  as  per  invoice,  $800.* 

THE  FOLLOWING  TRANSACTIONS  ARE  TO  BE  ENTERED. 

Jan.  4.  Sold  R.  J.  Wallace,  on  account,  1  broadcloth  coat,  $30 ; 

pants  and  vest,  $15  ;  overcoat,  $7. 
"     5.  Sold  W.  J.  Graham,    1   pair  pants,  English   cassimere, 

$10  ;  1  sack  coat,   blue   melton,   $20  ;  1  pair  striped 

tweed  pants,  $10. 
"     6.  Sold  j£;mes  Hughes,  1  beaver  overcoat,  $30  ;  1  Scotch 

tweed  coat,  $12. 


*  No  entry  is  to  be  made  of  the  foregoing  in  the  Ledger,  but  a  memoraa* 
dum  of  it  should  b«  kept. 
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Jan,    8.  Sold  Geo.  Denmark,  1  necktie,  $1.25  ;  ^  doz.  hand- 
kerchiefs, $2  ;  and  1  pair  suspenders,  $1. 
"       9.  Sold  J.  R.  Dingman,  1  boy's  suit,  for  son  John,  $18  ; 

and  1  coat  for  Robert,  French  cassimere,  $8. 
"     11.  Bought  of  John  McDonald  &  Co.,  1  piece  of  English 

broadcloth,  25  yds.,  at  $3. 
"     12.  Sold  J.   R.  Dingman,  1  pair  doeskin  pants,  $8  ;    1 

vest,  $5. 
"     15.  Sold  Geo.  Denmark,  2  neckties,  at  25c. 
"     16.  Received  from  R.  J.  Wallace,  on  account,  $20. 
**     17.  Sold  W.  J.   Graham,  1  pair  French  cassimere  pants, 

$10-1  satin  vest,  $5  ;  1  overcoat,  $25  •  1  suit  Scotch 

tweM,  $25. 
"     19.  Bought  of  John  McDonald  &  Co.,  24  yds.  French 

cassimere,  at  $2  ;  and  10  doz.   linen  handkerchiefs, 

at  $3. 
**     22.  Received  from  W.   J.   Graham,  on  account,   4  tons 

coal,  at  $8. 
"     23.  Paid  John  McDonald  &  Co.,  on  account,  $50. 
"     24.  Sold  R.  J.  Wallace,  1   dress  coat,  $30  ;  1   cassimere 

vest,  $6  ;  2  pairs  hose,  at  45c. 
"     25.  Received  of  J.  R.  Dingman,  cash  on  account,  $5. 
"     26.  Sold  to  A.  B.  Chatham,  1   black  cloth  coat,  $20  ;  1 

pair   cassimere   pants,    $8.25  ;    took  in  payment  an 

order  given  by  James  Hughes. 

Charge   these  goods  to  James  Hughes,  as  they  were 

givet}  on  his  accotmt. 
**     27.  Sold  J.  R.  Dingman,  6  shirts,  at  $2  ;  and  1  frock  coat, 

French  cloth,  $30. 
"     29.  Gave  John  McDonald   &  Co.  my  note  at  3  months, 

on  account,  $53. 
**     30.  Received  from  W.  J.  Graham,  his  note  at  2  months,  in 

full  of  account,  $73. 
"       **    Received  from  George  Denmark,  cash  in  fuU  of  ac- 
count, $4.75. 

THE    FOLLOWING    ARE   THE   RESOURCES  AND   LIABILITIES,   NOT 
SHOWN   ON    LEDGER. 

Merchandise  unsold,  as  per  Inventory,  $750  ;  Bills  Receivable  on 
hand,  IF.  J,  GraJiam's  Note  for  $73  ;  Cash  on  hand,  $479.75  ; 
Store  fixtures,  $200  •  Am  owing  on  Note,  favor  of  John  McDonald 
C-  Co.,  $53. 
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STATEMENT  OF  EESOUECES  AND  LIABILITIES. 

FIRST   SET  FOR   PRACTICE. 

Resources. 

Merchandise  unsold,  as  per  Inventory- 
Bills  Receivable,  W.  J.  Graham's  Note  for 
Cash  on  hand  ----- 
Store  fixture?,  as  per  valuation - 
R.  J.  Wallace  owes  on  account  -         "        *■ 

James  Hughes        "  *'  -         -         - 

J.  R.  Dingman       "  "  ... 

Total  Resources  -        .        .        - 

Liabilities. 

Am  owing  John  McDonald  &  Co.,  on  account  - 
Bills  Payable,  outstanding  Note  for  - 

Total  Liabilities  -         -         -         - 


Total  Resources  at  closing 
"     Liabilities         " 

Difference,  or  present  Net  Capital 


-  $750 

00 

-   73 

00 

-  479 

75 

-  200 

00 

.   68 

90 

.   70 

25 

-   76 

00 

$1717 

90 

-  $50 

00 

-   53 

00 

-  $103 

00 

$1717 

90 

.  103 

00 

$1614 

90 

$1614 

90 

-  1500 

00 

-  $114  90 

Present  Net  Capital 

Deduct  Net  Investment    -         ...         - 

Net  Gain 

The  pupil  will  see  by  the  above  statement,  that — 
To  find  the  Net  Capilal  we  subtract  the  Liabilities  from  the 

Resources,  and 
To  find  the  Net  Gain  we  subtract  the  iVe/  Capital  at  starting 

from  the  Net  Capital  at  cU).sing. 

Note. — If  the  Net  Capital  at  closing  is  less  than  the  Net 
Capital  at  starting,  the  difference  will  show  the  loss  ,  and  if  the 
Liabilities  are  greater  than  the  Resources,  the  diheieuci;  will 
show  the  Net  lu.solvencv. 
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BOOK-KEEPING. 
QUESTIONS  FOR  REVIEW. 

How  many  books  are  used  in  Set  I.?  For  what  kind  of  business  is 
this  mode  of  keeping  books  adapted  ?  How  is  the  space  to  be  allowed 
each  account  determined  ?  For  what  is  the  left  hand  marginal  column 
used  ?  For  what  is  the  space  between  the  date  column  and  the  money 
columns  used  ?  For  what  are  the  left  hand  money  columns  used  ?  For 
what  the  right  ?  What  are  done  with  the  accounts  that  have  the  debits 
and  credits  equal  ?  What  does  a  double  red  line  under  an  account  in- 
dicate ?  What  colored  ink  is  used  for  ruling  and  balancing  ?  How  are 
accounts  closed  in  which  one  side  is  larger  than  the  other?  On  which 
side  and  in  what  colored  ink  is  the  balance  placed  ?  What  should  be 
made  at  the  time  of  closing  the  Ledger  ?  What  should  the  statement 
contain  ? 

In  answering  the  following,  the  pupil  may  have  his  statement  before 
him  : — 

What  effects  have  you  on  hand  at  the  time  of  closing  ?  How  much 
cash  ?  How  much  do  you  owe  others  ?  How  much  do  you  owe  in 
notes  ?  What  are  your  total  resources  at  closing  ?  What  are  your 
total  liabilities  ?  How  much  is  the  difference  between  your  assets  and 
liabilities  i;     What  is  it  called  ? 


SINGLE  ENTRY. 


INSTRUCTIONS.— SET  II. 

In  the  following  set,  instead  of  entering  the  transactions 
directly  into  the  accounts,  as  was  done  in  the  preceding  set, 
they  are  first  recorded  in  the  Day  Book,  and  afterward  trans- 
ferred in  an  abbreviated  form  into  the  Ledger.  When  business 
transactions  become  numerous,  it  is  inconvenient  to  turn  to 
the  proper  accounts  and  enter  each  transaction  at  the  time  it 
occurs.  Another  disadvantage  of  the  preceding  form  is,  that 
it  would  require  considerable  trouble  to  ascertain  what  business 
had  been  done  on  any  particidar  day,  whereas  by  the  following 
method  this  may  be  seen  almost  at  a  glance. 

i^iAY   BOOK. 

All  transactions  which  affect  the  debit  or  credit  of  any 
person  with  whom  an  account  should  be  kept,  are  first  re- 
corded in  this  book. 
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BOOK-KEEPING. 

Whenever  you  sell  a  person  anything,  pay  him  money,  per- 
form work  for  him,  or  lie  in  any  manner  becomes  indebted  to 
you,  he  must  be  debited  witli  the  sanu>  in  this  book,  to  show- 
that  he  owes  you.  And  whei.  r  any  person'  sells  you 
anything,  pays  you  money,  does  work  for  you,  or  you  in  any 
way  become  indebted  to  him,  he  must  be  credited  with  the 
same  in  this  book,  to  show  that  you  owe  him. 

In  entering  purchases  it  is  allowable  to  say  "  Ara't  as  per 
Bill,"  or  "  Am't  as  per  Invoice,"  and  omit  the  detail  of  items, 
since  you  have  the  Invoice  filed  away  or  pasted  in  a  book,  and 
can  refer  to  it  at  any  time  ;  but  in  entering  sales  the  items 
should  alwayx  he  mentioned,  as  this  is  your  only  evidence  of  the 
transaction. 

LEDGER, 

The  Ledger  of  til  is  Set  differs  from  that  of  Set  I.,  in  the 
arrangement  of  debit  and  credit  entries.  Each  page  is  ruled 
in  such  a  manner  that  the  debits  are  kept  on  one' side,  and  the 
credits  on  the  other,  entirely  distinct  from  one  another.  All 
the  entries,  scattered  in  different  parts  of  the  Day  Book,  that 
affect  the  accounts  of  each  person  are  here  collected  under  his 
name,  and  so  arranged  as  to  exhibit,  in  one  place,  all  his  deal- 
ings with  us. 

The  proprietor,  George  Hairgrave,  commenced  business  with 
the  property  and  with  the  amounts  due  him,  as  specified  in  the 
first  entry  of  the  Day  Book. 

He  therefore  credits  himself  with  the  whole  amount,  $3310, 
as  his  investment,  and  debits  himself  with  the  amount  he  owes 
Johnson.  Richard  Dawson  is  debited  for  what  is  d-6  ^rom 
him,  m  order  that  it  may  appear  in  his  account  in  the  Ledj^^r. 
John  Johnson  is  next  credited  with  the  amount  due  him.  this 
finishes  the  opening  entries,  and  the  books  are  now  ready  for 
any  transactions  that  may  take  place.  As  the  transactions  of 
this  set  are  all  of  a  simple  nature,  special  explanations  con- 
cernmg  them  have  not  been  considered  necessary.  The  entries 
should  be  arranged  in  the  Day  Book  just  as  they  are  given. 

All  cash  transactions  are  omitted  except  those  afTecting 
the  accounts  of  persons  with  whom  we  have  dealings,  addi- 
tional investments,  and  the  withdrawal  of  money  for  purposes 
not  connected  with  the  business. 

The  figures  in  the  centre,  between  the  entries,  represent  tht 
dates  when  the  transactions  took  place.  The  rulings  should 
always  be  in  red  ink,  and  may  be  omitted  until  a  page  is  filled 
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They  are  for  the  purpose  of  keeping  the  entries  distinct ,  and 
thus  rendering  their  transfer  to  the  Ledger  less  liable  to 
mistakes. 

The  figure  in  the  left  hand  mt^rginal  column  shows  the  page 
of  the  account  in  the  Ledger,  and  denotes  that  the  entry  has 
been  posted,  and  should,  therefore,  not  be  written  till  that  is 
done. 

Posting  is  done  as  follows  : — after  writing  the  name  of  the 
person  who  is  to  be  debited  or  credited  over  the  space  allotted 
to  his  account,  with  "  Dr."  on  the  left  and  "  Cr."  on  the  right, 
then  write  on  the  proper  side  of  the  account,  first  the  date, 
next  the  description  or  item,  then  the  folio  or  page  of  the  Day 
Book  from  which  the  entry  is  transferred,  and  lastly  the  amount. 
After  this  is  done,  turn  to  the  Day  Book,  and  in  the  column  to 
the  left  of  the  transaction  place  the  number  of  the  page  that 
the  account  is  on  in  the  Ledger,  to  show  that  the  entry  has 
been  posted.  In  each  book  the  page  of  the  other  is  given  for 
reference  in  examining  accounts,  making  out  bills,  &c. 

When  there  are  several  items  in  the  Day  Book  entry,  in 
order  to  save  writing,  they  are  called  "  Sundries  "  or  "  Mer- 
chandise "  in  the  Ledger,  and  the  total  amount  is  eiitered. 
The  items  can  be  obtained  by  referring  to  the  Day  Book. 

It  will  be  observed  that  P.  L.  Dorland  paid  his  account  in 
full  on  the  10th  of  Jan.,  when  it  was  closed  up,  but  having 
occasion  to  do  further  business  with  him,  the  trauaactions  were' 
posted  in  the  same  account. 

After  all  the  entries  in  the  Day  Book  are  posted,  examine 
them,  to  see  that  your  work  is  free  from  error.  Then  proceed 
to  close  the  accounts.  Those  that  remain  unsettled  are  closed 
by  a  red  ink  entry,  writing  the  words  "  To  "  or  "  By  Balance  " 
on  the  smaller  side,  as  in  Set  I.-  Accounts  such  as  Peter 
Cooper  &  Co.,  in  which  the  Dr.  and  Cr.  sides  are  equal,  are 
closed  by  ruling  up  same  as  in  example. 

The  proprietor's  account  should  be  left  open  until  the  gains 
or  losses  have  been  ascertained,  aiid  after  the  statements  are 
completed,  the  gains  should  be  entered  to  the  credit  side,  or  the 
losses  to  the  debit  side  of  this  account.  Then  close  the  account, 
and  bring  the  balance,  which  shows  his  Net  Capital,  down  to 
new  account. 

If  the  result  of  the  business  should  be  a  loss  sufficiently  large 
to  make  the  debit  side  of  the  proprietor's  account  larger  rlian 
the  credit,  the  difference  or  balance  will  show  his  Net  Insol- 
vency. 
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SINGLE  ENTRY. 


STATEMENTS— SET  II. 


QAJa/a1^€€d  o/tne  c^£aa€i,     ^ccn.  J*/,  ^S^^. 


Personal  Accounts  Eeceivable. 

Personal  Accounts  Payable, 

onicAaia  ^awdcn 
Jriuiam  oSiaaai 

^3 
3J^ 

^M/neS  oiBlct'.in  ^  wo. 
QJcicu  otvlna  io  oineM 

22 

6^ 

50 

®/oia.t  oiitina  ou  oineid 

$^03 

/J 

$32 

/^ 

oJleiouleeA. 

^ffeicnanaide  i4/n6olap  ad  Aei,  Qynven/olil-                          ,  ^2200    35 

^ad/i  on  Aa.n(/  ------  ^SO    'fO 

@McU6  <sAecciuaaAi,  oAUt/e  on  Aanci       _             _             -  500    00 

^eUo^ial  Q^ccofMtid  oAeceiitauAi,  a,i  /ul  Hflait^tcnt  -  ■/03    J  3 


ofelioita./ QMcfiounid  (kPauuu/e  - 
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i5S£i6eCi  at  cowi'm.e'yicifia  tvtie      ■• 


.    S3Ji-'J3 
32 

-    $344^ 

00 

-      $33/0 
-/2 

00 
00 

-      $32(j^ 
■/OO 

CO 
00 

.    $3/^i 

00 

-    $3^4-^ 
3/f^ 

00 
00 

-      $2^3 

00 

SECOND  SET  FOR  PRACTICE. 

MEMORANDA  OF  TRANSACTIONS  TO  BE  RECORDED  AND  WORKED 
OUT  LIKE  THE  PRECEDING  SET. 
1877. 

Mar.  1.  A.  W.  Ponton  coramences  the  Grocery  business,  in- 
vesting as  follows  : — Mdse,  as  per  inventory,  $2450 ; 
note  against  L.  R.  Lazier,  dated  Nov.  4,  1876,  at  6 
months,  for  8400  ;  Cash  on  hand,  $1000  ;  balance 
ofE.  B.  Portland's  account,  $150;  he  owes  S.  W. 
Houston,  on  account,  $200. 
2,  Sold  S.  W.  Houston,  20  lbs.  Refined  Sugar,  at  10c. ; 
2  lbs.  Young  Hyson  Tea,  at  90c. ;  2  lbs.  Oolong 
Tea,  at  90c.  ;  6  lbs.  Coffee,  at  25c. 
"  3.  Sold  E.  B.  Portland,  12  half  chests  Y.  H.  Tea,  32  lbs. 
each,  at  60c.  :  4  lbs.  Coffee  at  25c.  ;  10  lbs.  Oatmeal, 
at  10c. ;  10  lbs.  Butter,  at  30c. ;  8  lbs.  Cheese,  at 
at  12^c. 
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1877. 

yiar.    4.  Sold   C.  V.  Bogart,  2  papers  Corn  Starch,  at  15c.;  1 
piece  Smoked  Beef,  15  lbs.,  at  15c.  ;  18  lbs.  Cheese, 
at  1-iJc. 
5.  Bought  of  R.  G.  Brown,  200  lbs.  Cheese,  at  8c. ;  50 
doz.  Eggs,  at  10c. 
"       6.  Sold  E.   B.  Portland,    1   bag  Hominy,  50c. ;  10  lbs. 
Coffee,  at  25c. ;  4  gals.  Cider  Vinegar,  at  35c. ;  2 
bags  Salt,  at  20c.  ;  5  doz.  Eggs,  at  15c. 
"       8.  Sold   C.  V.   Bogart,  8  lbs.   Butter,  at  30c.  ;   5  lbs. 

Lemon  Biscuit,  at  15c. 
'*       9.  Received  from  E.  B.  Portland,  Cash  on  account,  $50. 
'*     10.  Sold   S.   W.  Houston,  5  lbs.  Butter,  at  30c.  ;  1  bag 
Buckwheat  Flour,  $1.25  ;  1  box  Soap,  40  lbs.,  at 
8c.  ]   2  lbs.    Powdered    Sugar,  at  l2jc. ;    10   lbs. 
Cheese,  at  12i-c.  ;  1  gal.  Syrup,  $1. 
"     11.   Sold  R.  G.  Brown,  10  bags  Flour,  at  $1.25. 
"     12.  Bought  of  C.  V.  Bogart,  20  bush.  Potatoes,  at  25c.  j 

35  d(iz.  Eggs,  at  10c. 
"     13.  Sold  E.   B.'  Portland,   10  lbs.  Butter,  at  30c;  5  lbs. 
Oyster  Biscuits,  at  10c. ;  4  lbs.  Soda  Biscuits,  at 
10c.  ;  2  boxes  Cinnamon,  at  12ic. 
"     16.  Sold  S.  W.  Houston,  1  paper  Starch,  5  lbs.,  at  8c. ; 

10  bars  Soap,  at  15c.  ;  8  lbs.  Butter,  at  30c. 
"     17.  Received  from  E.  B.  Portland,  Cash  on  account,  $25. 
"     18.  Sold  R.  G.  Brown,  10  lbs.  Sugar,  at  10c.  ;  4  lbs.  Im- 
perial Tea,   at  $1  ;  o  lbs.  Coffee,  at  25c. ;  3  lbs. 
Chocolate,  at  40c. 
"     19.  Sold  C.  V.  Bogart,  20  lbs.  Sugar,  at  10c. ;  2  lbs.  Coffee, 
at  25c. ;  4  lbs.  Oatmeal,  at  10c.  ;  1  bag  Hominy, 
50c.  ;  1  paper  Corn  Starch,  15c. ;  3  oz.  Indigo,  at 
15c.  ;  2  bars  Soap,  at  15c. 
"     22.  Bought  of  R.  G.  Brown,  10  bbls.  Flour,  at  $8  ;  3  bags 

Oatmeal,  at  $1.25. 
"     23.  Paid  S.  W.  Houston,  Cash  on  account,  $25. 
"     24.  Received  from  C.  V.  Bogart,  Cash  in  full  of  account, 
$3.75. 

Resources  not  shown  on  Ledger : — Cash  in  hand,  $1053.75  j 
Merchandise,  as  per  inventory,  $2350.65  ;  Note  against  L.  R. 
Lazier  for  $4:00. 

The  result  of  this  Set,  properly  worked,  is: — Net  Gain, 
$85.05  ;  Net  Worth  at  closing,  $3885.05. 
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QUESTIONS  FOR  REVIEW. 

What  books  are  used  in  Set  II.  ?  In  which  book  are  the  transactions 
first  entered  ?  To  what  book  are  they  afterwards  transferred  ?  Under 
what  circumstances  is  this  mode  preferable  to  Set  I.  ?  Why  ?  What 
should  the  record  of  the  Day  Book  state  ?  What  transactions  are  re- 
corded in  the  Day  Bbt)k  ?  When  is  a  person  debited  in  the  Day  Book  ? 
When  credited  ?  In  what  way  may  the  entry  of  purchases  be  shortened 
in  tie  Day  Book?  Why  is  this  allowable?  Why  may  not  sales  be 
abbreviated  in  the  same  way  ?  What  is  the  object  of  the  rulings  be- 
tween the  entries  in  the  Day  Book  ?  What  is  meant  by  posting  ? 
Wlierein  does  the  Ledger  of  Set  II.  differ  from  that  of  Set  I.  ?  For 
what  purpose  is  the  page  of  the  Day  Book  from  which  an  entry  is  taken 
placed  in  the  account  in  the  Ledger  ?  After  an  entry  is  posted  what 
should  be  written  in  the  Day  Book  ?  Why  ?  When  there  are  several 
items,  what  word  is  used  to  save  space  ?  What  should  be  done  as  soon 
as  all  the  entries  are  jjosted  ?  What  account  should  be  left  open  until 
after  the  gains  or  losses  have  been  ascertained  i  What  does  the  double 
line  under  an  account  indicate  ?  What  is  done  with  accounts  that  have 
the  debit  and  credit  sides  equal  ?  How  are  accounts  closed  that  have 
balances  ? 

The  following  questions  may  be  answered  from  the  books  and  state- 
ments : 

Which  persons  on  the  Ledger  have  balances  omng  by  them  ?  What 
is  the  total  amount  due  from  other  persons  ?  Which  persons  have 
balances  owing  to  them  ?  What  is  the  total  amount  you  owe  to  other 
persons  ?  What  is  the  total  amount  of  your  resources,  and  of  what  do 
they  consist  ?  What  is  the  amount  of  your  liabilities,  and  of  what  do 
they  consist  ?  Wliat  is  your  present  net  capital  ?  How  ascertained  ? 
How  much  did  you  invest  at  starting  ?  How  much  was  withdrawn  from 
the  business  ?  What  was  the  net  investment  during  the  continuation 
of  the  business  ?  How  are  the  gains  or  losses  ascertained  ?  How  much 
has  been  gained  or  lost  ?  What  entry  should  be  made  after  the  gains 
have  been  ascertained  ?  How  is  the  proprietor's  account  now  closed  ? 
What  does  the  balance  of  his  account  sliow  ?  If  the  result  of  the  busi- 
ness should  bo  a  loss,  and  the  debit  side  the  larger,  what  would  the 
balance  show  ? 


SET   III.— SINGLE   ENTRY. 


The  business  contained  in  this  set  is  more  extensive  than 
that  of  the  precedinf^,  and  therefore  two  additional  books,  the 
Cash  Book  and  Bill  Book,  have  been  introduced  as  auxiliary  to 
the  Day  Book  and  Ledger.     The  business  is  carried  on  by  two 
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partners  during  a  period  of  two  months,  each  month  represent- 
ing, so  far  as  the  closing  of  the  books  and  the  determining  ol 
the  profits  are  concerned,  a  year's  business. 

In  business,  settlements  with  individuals  who  deal  with  the 
firm  should  be  made  as  often  as  practicable,  but  the  statements 
of  profits  are  not  usually  made  out  oftener  than  once  in  six 
months,  and  in  most  business  houses  but  once  a  year. 

DAY  BOOK, 

The  Day  Book  of  this  set  is  kept  the  same  as  that  of  the 
preceding  set,  except  that  the  left  hand  money  column  is 
used  for  the  amounts  of  those  accounts  which  are  debited, 
and  the  right  hand  or  outer  column  for  the  amounts  of 
those  accounts  which  are  credited.  By  this  arrangement  a 
proof  of  the  correctness  of  the  posting  is  obtained. 
As  all  the  amounts  in  the  debit  column  are  posted  to  the  debit 
side  of  the  Ledger,  and  all  the  amounts  in  the  credit  column 
are  posted  to  the  credit  side  of  the  Ledger,  it  follows,  if  the 
postings  are  correct,  that  the  difference  between  the  totals  of 
the  two  sides  of  the  Ledger  will  agree  with  the  diflPerence  be- 
tween the  footings  of  the  two  columns  in  the  Day  Book,  and 
thus  we  have  a  proof  of  our  posting. 

This  proof  is  a  very  valuable  feature,  as  by  its  means  the 
omission  to  post  any  entry  is  easily  and  certainly  detected.  A 
post  mark  is  not  sufficient ;  it  shows  that  an  entry  has  been 
posted,  but  not  that  it  has  been  posted  correctly. 

CASH   BOOK. 

This  book,  here  introduced  for  the  first  time,  affords,  in  con- 
nection v/ith  the  Day  Book,  a  complete  history  of  all  the  busi 
ness  transacted. 

There  are  various  ways  of  keeping  the  Cash  Book,  but  the 
following  form  is,  perhaps,  as  simple  as  any,  and  as  little  liable 
to  mistakes,  for  persons  whose  cash  transactions  are  not  very 
iiumerous,  and  who  are  not  scientific  accountants. 

It  contains  two  columns  for  dollars  and  cents.* 

The  amount  of  cash  on  hand  at  the  commencement  of  busi- 
ness, and  all  money  received,  from  any  source  whatever,  must 

*  The  pupil  will  observe  that,  in  speaking  of  the  money  cohimns,  we  de- 
signate the  space  for  dollars  and  the.  space  for  cents,  united,  as  but  one 
column. 
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be  entered  in  this  book  '•  To,"  (describing  for  what,)  and  the 
amount  be  extended  into  the  left  hand  dollar  and  cent  column, 
which  is  called  the  debit  column ;  and  whenever  money  is 
paid  out  for  any  purpose  whatever,  it  must  be  entered  in  this 
book  "By."  (telling  what  for,)  and  the  amount  extended  into 
the  right  hand  dollar  and  cent  column,  called  the  c/W/7  column. 
Thus,  if  the  account  is  kept  correctly,  the  difference  between 
these  two  columns  will  show  at  all  times  the  balance  of  cash, 
in  hand,  and  will  agree  with  the  actual  amount  of  money 
found  in  possession  by  counting.  Any  discrepancy  must  arise 
from  error,  which  must  be  sought  out  and  rectified  before  the 
account  is  balanced.  The  credit  column  can  never  be  the 
larger,  since  it  is  impossible  to  pay  out  more  money  than  you 
receive. 

The  Cash  Book  should  be  balanced  at  the  end  of  each  week 
(or  daily,  when  much  business  is  done),  by  entering  the  balance 
of  cash  on  hand  in  the  credit  column,  in  red  ink,  to  distinguish 
it  from  sums  paid  away.  When  the  Cash  Book  is  not  balanced 
daily,  an  informal  balance  should  be  made,  and  the  result 
compared  with  the  cash  in  hand.  After  footing  the  columns 
and  drawing  the  lines,  bring  the  balance  down,  in  black  ink, 
entering  it  in  the  debit  column.  The  lines  should  be  ruled 
exactly  as  in  form.  They  serve  to  keep  the  new  account  dis- 
tinctly separated  from  the  old — a  matter  of  greater  importance 
than  young  book-keepers  generall}'^  imagine.  It  adds  greatly 
to  the  neat  appearance  of  your  book  to  begin  the  words  "  To  " 
*nd  "  By  "  all  upon  a  perpendicular  line. 

BILL  BOOK. 

When  several  notes  are  given  or  received  each  month,  it  has 
been  found  convenient  to  enter  a  minute  descri{)tion  of  them  in 
a  book  prepared  specially  for  that  purpose.  This  enables  any 
particulars  concerning  them  to  be  seen  at  a  glance,  and  an  ex- 
amination of  the  book  will  show  what  notes  become  due  on 
any  day,  and  thus  timely  preparation  may  be  made  for  their 
collection  or  payment.  Notes  have  been  issued,  and  for  want 
of  such  a  record  their  existence  has  been  forgotten,  until  great 
inconvenience,  and  even  loss,  has  been  the  result.  All  neces- 
isary  explanations  are  made  by  the  headings  of  the  different 
columns. 

The  Invoice  Book  is  not  given,  as  it  is  considered  too  sim- 
ple to  require  explanation.     In   some  houses  the  invoices  of 
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goods  purchased  are  copied  into  this  book ;  others  paste  th« 
invoices  in  a  large  book  for  the  purpose;  while  others  keep  th« 
invoices  on  file  until  the  end  of  the  month,  and  then  fold  thenj( 
neatly,  and  after  writing  the  name  of  the  person  from  whom 
purchased,  the  date  and  the  amount  on  the  back  of  each  invoice, 
tie  them  up  in  monthly  packages. 

The  Inventory  Book  is  used  for  taking  an  account  of  the 
value  of  property  owned  by  you,  at  any  time,  in  order  that  you 
may  use  it  in  estimating  your  net  capital,  net  gains,  &c.  The 
quantity  and  estimated  value  of  each  article  are  given.  The 
list  may  fill  several  pages  ;  but  as  it  is  very  simple,  only  a  few 
items  are  enumerated. 


INSTRUCTIONS  FOR  WRITING  UP  SET  III. 

An  account  is  kept  with  each  partner  separately,  and  he  is 
credited  with  what  he  invests  in  the  business,  and  is  charged 
with  all  debts  assumed  by  the  firm  for  him,  and  all  sums  which 
he  withdraws.  He  is  credited,  when  the  books  are  closed, 
with  his  share  of  the  gains. 

The  books  are  opened  by  making  the  entries  in  the  Day 
Book  to  the  debit  and  credit  of  each  partner,  and  to  the  debit 
of  A.  R.  Simcoe  and  Peter  Grey,  and  to  the  credit  of  R.  J. 
Bruce,  Edward  Huron  and  J.  H.  Lambtou,  whose  accounts 
have  been  assumed  by  the  firm  ;  entries  are  also  made  in  tho 
Cash  Book  of  the  cash  invested,  and  in  the  Bill  Book  of  Notei- 
Receivable  on  hand  and  of  Notes  Payable  outstanding.  The  list 
or  inventory  of  mei'chandise,  material,  tools,  &c.,  is  not  given, 
but  in  actual  business  it  should  be  made  out  and  carefully 
preserved. 

Care  should  be  taken  to  place  each  amount  in  its  proper 
column  in  the  Day  Book,  in  order  to  avoid  errors  and  trouble 
in  balancing.  After  the  entries  are  made  in  the  different  books 
for  April  1st,  then  enter  the  transaction  that  occurs  on  the  3rd, 
and  thus  proceed  with  each  succeeding  date,  entering  the  trans- 
actions in  the  Day  Book,  Cash  Book  and  Bill  Book,  as  may  be 
required,  in  the  date  and  order  of  their  occurrence.  This  will 
give  a  much  better  knowledge  of  the  transactions  than  if  only 
one  book  is  written  up  at  a  time. 

Be  careful  to  make  all  the  extensions  and  additions  correctly, 
and  also  to  count  the  time  when  the  notes  mature,  before  enter- 
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ing  them  in  the  Bill  Book.  The  three  days  of  grace  are  always 
included  in  finding  the  date  when  a  note  falls  due. 

Open  the  partners'  accounts  first  in  the  Ledger,  and  let  all 
the  other  accounts  follow  them  in  regular  order.  Not  more 
than  three  accounts  should  be  opened  on  a  page.  The  posting 
is  the  same  as  in  Set  II. 

When  the  posting  is  finished,  add  the  columns  in  the  Day 
Book,  if  not  already  added,  and  cany  tlie  footings  of  the  pages 
forward  in  the  manner  shown,  until  the  end  of  the  month. 
Also  make  out  the  statements  as  shown  at  the  end  of  the 
month  of  April.  Compare  the  difference  between  the  totals  of 
the  debit  and  credit  balances  of  the  Ledger,  with  the  difference 
between  the  totals  of  tlie  debit  and  credit  columns  of  the  Day 
Book  ;  and  if  tlieyare  not  alike,  diligently  search  for  the  error 
until  it  is  found,  and  then  make  the  necessary  corrections. 

After  the  postings  have  been  found  to  be  correct,  make  out 
the  statement  for  April,  looking  to  your  own  work  for  the 
balances  of  the  Ledger,  for  the  amount  of  cash  on  hand,  and 
for  the  notes  receivable  and  payable.  The  inventory  will  be 
found  at  the  end  of  the  Day  Book.  The  gains  are  ascertained 
and  entered  as  in  the  preceding  set. 

Before  commencing  the  second  month,  add  the  gains  of  the 
first  month  to  the  difference  between  the  debit  and  credit 
columns  of  the  Day  Book,  and  place  the  sum  in  the  credit 
column  of  the  Day  Book  for  May,  in  order  to  make  the  excess 
of  credit  on  commencing  this  month  equal  to  that  of  the 
Ledger. 

^^  A  statement  showing^  the  result  of  the  whole  Set  ia 
given  at  the  end  of  the  month  of  May.  The  pupil  is  obliged 
to  depend  entirely  upon  himself  in  entering  tlie  transactions  of 
this  month.  The  work  when  properly  performed  will  agree 
vrith  the  results  given  in  statement. 
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(^/(mtiect/,  oS^Aii/ ^ ,  /c^jW:' 


m. 
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k£.  W.  ^<edtin^6  and  <£/.  @^  ^ui- 
Aa/m  Aave  i/ilA  tia^  en/eiea  €*il«  eo-/ia.li- 
itei^/ii/ij  ad  aealeM  in  oJUilnilule  an(/ 
Kalunel-ittale,  utiaei.  Ihe  ftltn  ■tiame  o/ \ 
"  (^«j/«i^  ^  S)ul/ia,n  ;  "  Q///l.  <^a6i-- 
cng<i  Had  llattd/cileci  ic  ^/le  /iim  /At\ 
aJde/.i  and  Uauililu-i  c/  a  Mfnei.  0(t<iine4d\ 
and  QMl.  WuiHatn  id  /<j  ini'edt  /Aei> 
cr/ctiuaient  in  ea-i/i.        oj/te  /laiiitd 


■f/utualenl  in  eaih.        &Ae  A 
inale  auAe  *n  aamd  o/hcI  -Codded. 


ic 


7B.  ^. 


Q^iad/ina4 


q/ju  i/te  Aoliouii'na  invedlmeni  : 

Q.//(/.ie  f/inid/ieciailio£^V/iei 

Q^Pnueniol^  2500  00 

Q4la(eUuid    ana    "Itnfinidnta 

7^oiA  2000  00 
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BOOK-KEEPING. 

The  following  items  of  Cash  received  and  paid  at 
different  times  do  not  appear  in  the  Day  Book, 
because  they  are  not  to  be  debited  or  credited  to 
any  personal  account,  but  they  must  be  entered  in 
the  date  and  order  of  their  occurrence  in  the  Cash 
Book. 
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CASH  BOOK.-SET  III. 
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f'ORM  OF  BILL 
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BOOK.— SET  III. 
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INDEX   TO   THE    LEDGER. 


This  is  a  small  book,  or  space  ruled  in  the  Account  Book, 
in  which  are  arranged,  in  alphabetical  order,  the  names  of  all 
accounts  iu  the  Ledger,  together  with  the  pages  on  which  such 
accounts  are  entered. 

The  object  of  keeping  it  is  to  enable  us  to  refer  readily  to 
accounts  in  the  Ledger.  Whenever  we  open  an  account  in  the 
Ledger,  we  enter  the  name  of  the  account  and  the  number  of 
the  page  in  the  Index.  If  an  account  should  .be  transferred  to 
another  page,  a  red  line  should  be  ruled  through  the  figures  of 
the  old  page,  and  the  number  of  the  new  page  placed  in  the 
Index, 

In  real  business  the  Index  generally  has  a  page  allotted  to 
each  letter.  The  following  illustration  will  be  sufficient  to 
explain  how  it  is  kept  : — 
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STATEMENT.— SET  III. 


PROOF  OF  POSTING. 


^ecLel  Ma/uneed,  (^/lii/ 30t/i,  <f^J^. 
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Memoranda  of  Hastings  &  Durham's  business  transac- 
tions DURING  THE  MONTH  OF  MaY.  TO  BE  RECORDED  AND 
WORKED   OUT   SAME   AS   PRECEDING  MONTH. 

^^  Before  recording  the  transactions  of  this  month  enter 
the  difference  between  the  debit  and  credit  side  of  the  Pay 
Book  for  the  last  month  and  the  gain,  added  together,  which 
amount  to  $12208,  in  the  credit  column^  as  explained,  before 
commencing  the  Set. 

1877. 
May    1.  Bought  of  D.  S.  Elgin  &  Co.,  Bill  of  Lumber,  amount- 
ing to  $120.50  ;  Paints,  Varnishes,  &c.,  as  per  Bill. 
$30.40. 

"  2.  Sold  T.  K.  Frontenac,  1  Rosewood  Tete-a-tete,  $iO  ;  1 
Gothic  Mahogany  Bedstead,  $18.50  ;  6  Carved  Ma- 
hogany Chairs,  at  $4.50.     Cash  sales  this  day,  $75.40. 

"  3.  Sold  J.  H.  Lambton,  1  Mahogany  Bureau,  $16  ;  1 
Black  Walnut  Centre  Table,  $15  ;  1  pair  Ottomans, 
$10;  1  Stuffed  Back  Chair,  B.  W.,  Si 2.75.  Cash 
sales  this  day.  $120. 

."  4.  Sold  T.  M.  Wellaud,  1  Double-leaf  Secretary,  $30  ;  8 
Kitchen  Chairs,  at  50c.  Paid  our  Note  favor  of  A. 
Ging,  S350.  J.  H.  Lambton  has  returned  the 
Bureau  bouglit  on  the  3rd  inst.,  it  being  too  large 
•  for  room,  ibr  which  we  give  iiim  credit,  $16.  Ca^h 
sales  this  day,  $160.40. 

"  5,  A.  R.  Simo  e  paid  on  account  Cash,  $125.  Sold 
Edward  Huron,  3  Clierry  Wash-stands,  at  $3  ;  2 
Looking-glasses,  at  $4.50.  Paid  for  Cleaning  Store- 
room, $3.     Cash  sales  this  day,  $45.25. 

"  6.  Sold  Peter  Grey,  1  Hat-stand,  Mahogany,  $12,50. 
Paid  Men's  Wages  for  week,  $40.50.  Cash  sales. 
$75.35. 

"  8.  Bought  from  George  Young  &  Co.,  on  our  Note  at  3 
months,  Merchandise,  as  per  Bill,  $450.50. 

Note. — As  no  personal  account  is  affected  by  this 
transaction,  it  is  merely  entered  in  the  Bill  Book. 

"       "    Sold  R.  J.  Bruce,  3  Mahogany  Arm  Chairs,  at  $4.25. 
Cash  sales  this  day,  $137.40.     Peter  Cooper  paid  his 
Note  of  April  4tli.  ^0. 
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1867. 
iMay  10.  Sold  D.  S.  Elgin,  1  Hall  Stand,  $5.50  ;  6  Parlor  Chairs, 
at  §4.25  ;  1  Piano  Stool,  $10.     Pteceived  from  A,  R. 
Simcoe  his  Note  at  1  month  for  $50.    Paid  for  Post- 
age Stamjts,  $1.50.     Cash  sales  to-day,  $170.15. 

'•  11.  Sofd  Peter  Grey,  10  Stuffed  Arm  Chairs,  at  $10  each  ; 
12  Carved  R.  W.  Centre  Tables,  at  $30  each.  Re- 
ceived his  Note  at  2  months  for  $200.  Qash  sales, 
$170.G0. 

12.  Received  from  A.  Simcoe  Cash  for  his  Note  of  April 

9th,  $28. 

13.  Received  from  A.  R.  Simcoe,  Note  against  John  Long, 

dated  the  4th  mst.,  at  3  months,  fur  $100.     Sold  T. 

K.  Frontenac,  1  complete  Parlor  Set,  $150.  Received 

in  part  payment  Wm.   Wilson's  Note,   dated  Jan. 

Uth.  at  4  months,  for  $100.     Received  from  F.  M. 

Welland,   on    account,  $25.       Cash   sales   this   day, 

$131.20.     Paid  Workmen's  Wages  in  cash,  $56.50. 
"     15.  Sold  A.  R.  Simcoe,  4  doz.  Cane-bottom  Chairs,  at  $14  ; 

6  doz.  Carved  Mahogany  at?  $25.    Received  in  part 

payment  his  Note  at  1  month  for  $100.     Cash  sales 

to-'duy,  $19G.70. 
"     17.  Sold  R.  J.  Bruce,  1  Corner  Stand,  $12.50;  1  French 

Bed.stead,  B.  W.,  $18.50.     Received  in  part  pay- 
ment cash  $20.     Wm.  Wilson  paid  bis  Note  due 

to-dny,  $100.     Cash  sales,  $215. 
"     19.  Boriowel  from  Edward  Huron,  Cash  $5  account,  $5. 

Bought  of  A.  E.  Long  &  Co.,  Merchandise,  as  per 

Bill,  $425,  lor  which  we  gave  our  Note  at  1  month. 

Cash  sales,  $67.40. 
"     20.  Sold  D.  S.  Elgin  &  Co.,  Extension  Dining  Table,  $45, 

and   received  in  part   payment  Cash,    $25.      Paid 

Workmen  cash,  $64.70.     Cash  sales,  $110.40. 
"     22.  Received   from  F.  M.  Welland,  an  Order  on  R.  J. 

Bruce  for  $20,  which  Mr.  Bruce  accepts,  and  places 

to  our  credit. 

Note. — Credit  F.  M.  Welland  with  the  amount  of 
Order,  as  you  received  it  on  his  account,  and  debit 
Mr.  Bruce. 

"  "  Received  from  Edward  Huron,  Cash,  $5.  Paid  for 
sundry  expenses — Postage,  $2.25  ;  Advertising, 
$15.00 ;  Carting  and  Piling  Lumber,  $4.  Cash 
sales,  $64.70. 
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1877. 
May  24.  Sold  F.  M.  Welland,    3  Patent  Pivot  Chairs,  at  $S, 
Received  in  part  payment,  Note  against  R.  Camp, 
dated  Feb.  4th,  1877,  at  4  months,  for  $15,     Cash 
sales  this  day,  S137.20. 
"     25.  R.   J.    Bruce  returned  the  French  Bedstead,   B.  W., 
.     $18.50,  purchased  on  the  17th  inst.,  for  which  we 
give  liira  credit ;  and  sokl  him  instead,  1  Sofa  Bed- 
stead, Patent,  $40.     Cash  sales,  $20. 
"     26.  Gave  E.  Huron  our  Note  at  3  months  for  $17,  in  set- 
tlement of  account,       Gave  .  M.  Welland, 

an  Order  on  T.  K.  Frontenac  for  $6.90. 
Note. — This   transaction   necessitates    two   entries. 
Charge   Welland  with  the   amount  of  the  Order, 
and  credit  Frontenac. 
"     29.  Gave  D.   S.   Elgin  our  Note  at   1    month   for   $50. 
Bought  of  Jones,  Smith  &  Co.,  Merchandise,  as  per 
Bill,  $500.     Gave  in  payment,  Peter  Grey's  Note  oi 
May  11th,  for  $200,  and  our  own  Note  at  3  months 
for  the  balance,'  $300. 


Inventory  of  effects  on  hand.  May  31st,  1877. 

Merchandise,  as  per  Inventory  -  -  -  -  $5100  00 
Materials  and  Unfinished  Wurk  ....  3500  GO 
Tools  and  Implements  -----.  575  00 
Store  Fixtures 160  50 
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BOOK-KEfiPING. 

QUESTIONS  FOR  REVIEW, 

What  additional  books  are  used  in  this  Set  ?  How  may  a  proof  of 
correctness  be  obtained  ?  How  often  are  books  closed  in  most  business 
houses  ?  What  is  the  difference  between  the  Day  Book  of  this  Set  and  that 
of  Set  II.?  What  advantage  is  there  in  placing  debits  in  one  column  and 
credits  in  another  ?  Does  a  check  mark  show  that  an  entry  has  been  cor- 
rectly posted  ?  What  do  the  Day  Book  and  Cash  Book  give  a  complete 
history  of  ?  \V'hat  is  the  Cash  Book  a  check  against  ?  What  is  the  left 
column  used  for,  antl  what  the  right  ?  What  does  the  difference  between 
the  footings  of  the  two  sides  show  ?  ^^'hat  exists  if  the  difference  does 
not  agree  with  the  cash  on  hand  ?  How  often  is  the  Cash  Book  balanced 
in  this  Set?  What  is  the  use  of  the  P.ill  Book?  What  advantage  is  it 
to  know  when  notes  mature  ?  How  are  invoices  entered  or  kept  ?  What 
does  the  Inventory  Book  contain  ?  How  and  when  should  names  be  en- 
tered in  the  Index  ?  How  are  the  books  of  this  Set  opened?  What 
advantage  is  gained  by  entering  the  transactions  in  all  the  books  for 
each  day  before  taking  any  entry  of  the  succeeding  day  ?  What  accounts 
are  first  opened  in  the  Ledger  ?  How  is  the  proof  of  posting  obtained  ? 
What  is  done  immediately  after  posting?  What  should  be  done  before 
commencing  the  second  month,  in  order  to  make  the  excess  of  credit  in 
the  Day  Book  equal  to  that  of  the  Ledger  ? 

The  following  questions  to  be  answered  from  the  Ledger  and  State- 
ments : — 

What  persons  owe  the  Firm  at  the  end  of  the  first  month,  and  how 
much  ?  Whom  do  the  Firm  owe,  and  how  much  ?  What  is  the  differ- 
ence between  the  total  debit  and  credit  balances  of  the  Ledger?  Give 
a  list  of  the  resources  of  the  Firm.  Of  what  do  the  liabilities  consist? 
What  is  the  net  capital,  and  how  found?  How  much  did  the  Firm 
invest?  What  is  the  Firm's  net  gain,  and  how  found?  What  is  each 
partner's- net  capital  at  closing  ?  How  found?  What  is  placed  to  the 
credit  of  each  ]iartner  before  closing  his  account?  What  is  the  differ- 
ence between  the  debit  and  credit  sides  of  the  Ledger  at  the  end  of  the 
second  month  ?  Of  what  do  the  assets  and  liabilities  consist  ?  What  is 
the  net  capital  of  the  Firm?  What  is  the  Firm's  net  gain?  What 
is  each  partner's  net  capital  at  the  close  of  this  month  7 


SINGLE    ENTEY    NOT    A    PERFECT    SYSTEM    OF 
BUSINESS  RECORD. 

The  pupil  will  do  well  to  read  again  the  introductory  chap- 
ters. From  the  general  view  there  given  of  the  information 
which  a  set  of  accounts  should  furnish,  he  will  be  able  to  form 
-an  opinion  as  to  how  far  Single  Entry  accomplislies  it.  He 
kill  remember  that  a  comph-te  .set  of  accounts  should  both  de- 
fine the  present  Financial  State  of  the  Business,  by 
showing  the  Assets  and  Liabilities,  and  also  tell  us  how 
'his  condition  has  been  brought  about,  by  showing 
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the  Original  Capital,   and   the  various  subsequent  Gains  and 
Losses. 

If  he  will  open  to  the  example  of  connected  accounts  (pages 
19  to  29),  he  will  see  that  Single  Entry,  so  far  as  the  Ledger 
is  concerned,  does  not  meet  even  the  first  requirement.  For 
(leavmg  out  af  consideration  the  proprietor's  Capital  Account) 
it  shows  only  the  debts  owing  to  us  and  by  us  on  personal 
account ;  that  is,  debts  owing  to  us  tor  which  we  have  not  re- 
ceived others'  notes,  and  debts  owing  by  us  for  which  we  have 
not  given  our  notes.  This,  howevei',  is  compensated  for  in  Set 
IIL,  by  introducing  the  Cash  Book  and  Bill  Book  ;  so  that, 
taking  them  in  connection  with  the  Single  Entry  Ledger,  we 
have  the  material  for  finding  all  the  Assets  and  Liabilities,  ex- 
cept the  asset  of  unsold  merchandise,  which,  in  most  cases, 
will  have  to  be  found  in  either  system  by  actual  taking  of 
stock. 

But  in  reference  to  the  second  requirement,  the  o»ly  element 
he  has  is  the  Original  Capital,  as  shown  in  the  proprietor's 
Capital  Account ;  he  has  nothing  to  show  how  much  has  been 
gained  or  lost  on  sales,  and  what  incidental  expenses  have  been 
incurred.  If  he  had  also  a  statement  of  the  cost  of  the  goods 
purchased  and  the  proceeds  from  sales,  and  one  for  the  expenses, 
he  would  have  all  the  data  necessary  for  meeting  the  second 
requirement.  He  would,  in  fact,  then  have  all  the  data  which 
Double  Entry  supplies,  although  not  contained  hetv\^een  the 
two  backs  of  the  same  book — the  Ledger.  Flis  Cash  Book 
corresponds  to  his  Cash  Account  in  Ledger  ;  his  Bill  Book  to 
his  Bills  Receivable  and  Bills  Payable  accounts  ;  his  statement 
of  the  cost  and  proceeds  of  merchandise  to  Merchandise  Ac- 
count ;  and  his  statement  of  incidental  expenses  to  Expense 
Account. 

He  will  have  no  difficulty  in  seeing  that  if  he  has  the  means 
of  ascertaining  the  present  state  of  affairs  by  two  methods  so 
nearly  independent  of  each  other  as  these  are,  he  possesses 
strong  evidence  of  the  accuracy  of  his  books.  Nor  will  he  be 
slow  to  perceive  the  advantage  arising  from  being  able  to  com- 
pare his  gross  profits  with  his  expenses,  so  that,  if  need  be,  he 
may  either  increase  the  former,  or  curtail  the  hitter.  Now, 
Double  Entry  does  this  in  so  systematic  a  manner,  and,  under 
proper  arrangements,  with  so  little  labor  additional  to  that 
required  in  Set  ITL,  that  we  may  well  wonder  that  any  business 
man  should  begrudge  that  little  extra  labor,  im  view  of  the 
advantages  he  will  thereby  secure. 
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We  are  now  abuut  to  iiilroduce  tlie  pupil  to  the  .more 
perfect  system  of  Book-keeping  by  Double  Entry.  We 
trust  he  will  still  continue  to  keep  tlie  end  he  is  aiming  at  in 
view.  If  he  does  so,  and  pursues  his  work  in  a  philosophic 
spirit,  we  have  no  doubt  he  will  be  able  to  endorse  the  words 
of  Jackson,  an  old  author  of  a  very  excellent  work  on  this  sub- 
ject :—  "  It  is  a  science  whose  principles  are  so  simple  and  solid  ; 
its  conclusions  so  natural,  evident  and  certain  ;  and  the  sym- 
metry of  its  several  parts  so  complete  and  harmonious,  that, 
the  very  S'peculaiion  is  no  less  jpleasing  than  the  practice  is 
profitable.^' 


CHAPTER  VII. 

BUSINESS    rOKMS. 

An  acanaintance  with  the  forms  of  business  papers  in  gene- 
ral use  is  indispensable  to  every  one  who  would  master  the 
Science  of  Accounts.  Not  only  should  their  nature  and  use  be 
fully  understood,  but  the  ability  to  make  them  out  readily  and 
correctly  should  be  acquired.  For  this  reason  the  pupil  should 
study  and  copy  the  following  Forms,  which  are  among  those 
most  used,  until  he  can  write  them  out  readily  without  referring 
to  the  book. 


RECEIPTS. 

A  Receipt  is  an  acknowledgment  in  writing  of  having  received  a 
certain  sum  of  money,  or  other  valuable  consideration. 

When  a  payment  has  been  made,  a  receipt  should  be  taken  as 
proof  of  the  payment.  It  may  not  in  all  cases  be  necessary,  but 
when  important  interests  are  involved,  nothing  should  be  left  to 
uncertainty,  if  it  can  so  easily  be  avoided.  A  Receipt  often  saves 
inisunderstanduigs  and  loss  of  friends,  as  well  as  loss  of  money. 
Receipts  should  be  carefully  preserved,  as  many  instances  have 
occurred  in  wliich  claims  have  been  presented  after  they  wer<-  paid. 
When  not  written  in  a  book  specially  jirepared  for  the  purpose, 
they  should  be  kept  in  a  place  of  security,  so  that  they  may  be 
readily  produced  if  needed. 
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EECEIPT   FOR  PAYMENT   ON   ACCOUNT. 

Toronto,  Out.,  Jan.  1st,  1877. 
Recoived  from  W.  H.  Yourex  Fifty  Dollars  on  account. 
$50.  E.  SCABLETT. 


EECEIPT  IN  FULL  OF  ACCOUNT. 

Belleville,  Jan.  1st,  1877. 
Received  from  W.  R.  Ross  Seventy-five  Dollars  in  full  of  account 
to  date. 
^75.  CHAS.  ADIN. 


RECEIPT   IN    FULL   OF  ALL   DEMANDS. 

Napanee,  Jan.  1st,  1877. 
Received  from  Henry  Bros.  One  Hundred  and  Fifty  Dollars  in  full 
of  all  demands. 
$150.  J.  A.  FBASEB. 


RECEIPT   FOR   A   PARTICULAR   BILL. 


Kingston,  Dec.  1st,  1876. 
Received  from  Beatty  &  Wallbridge  Five   Hundred  Dollars,  in 
payment  for  a  bill  of  groceries  of  this  date. 

J.  CARRUTEERS. 


RECEIPT  FOR  EORHGWED  MONEY  (oR  BORROWED  MONEY  DUE  BILL). 

Picton,  Jan.  1st,  1877. 
Borrowed  and  received  from  John  S.  Miller  Four  Huiidi-ed  and 
Fifty  Dollars,  Avhich  1  promise  to  pay  on  demand,  with  interest. 
$450.  B.  BORROW. 


RECEIPT   FOR   SERVICES. 


Hamilton,  Dec.  1st,  1876. 
Received  from  Geo.  Wallbridge  Forty-seven  Dollars,  in  full  for 
services  to  date. 
U7.  0.  PAYMAN. 


RECEIPT  FOR  A  NOTE. 


London,  Dec.  4th,  1876. 
Received  from  J.  B.  Ashley  his  note  of  this  date,  at  four  months, 
for  Five  Hundred  Dollars,  in  full  of  accoiuit  rendered  to  1st  inst. 
$500.  G.  0.  HOLTON  <&  CO 
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RECEIPT    FOR   RENT. 


Montreal,  Dec.  1st,  1876. 

Received  from  P.  C.  West  &  Co. ,  One  Hundi-ed  and  Twenty  Dol- 
lars, ill  full  for  one  quarter's  rent  of  store  No.  96  McGill  Street  ; 
due  20th  ult. 

$120.  E.  HABBISON. 


RECEIPT   FOR  INTEREST  DUE  OS  MORTGAGE. 

Toronto,  Dec.  5tli,  1876. 
Received  from  Robert  Smith  Twenty-nine  f^*;)-  Dollars,  in  full  for 
six  months'  interest  due  this  day,  on  his  moitga^e  to  me,  bearing 
date  Dec.  6th,  1873,  for  Five  Hundred  and  Ninety  Dollars. 

•BO 


$29'A^g.  S.  G.  BEATTY. 


RECEIPT   FOR   PAYMENT   BY    THE    HAND    OF   A   THIRD    PARTY. 

Halifax,  Jan.  1st,  1877. 
Received  from  .John  Jones,  by  the  hand  of  R.  Howe,  Fifty  Dol- 
lars, m  full  of  his  account. 

WM.  B.  DEAN. 


INDORSEMENT   OF   A   PARTIAJC   PATJIENT   ON  A  NOTE. 

Bowman ville,  Jan.  1st,  1877- 
Received  on  account  of  the  within  note,  Forty-five  Dollars. 
$45.  J.  8.  MlLLEB. 


AGENT  S  RECEIPT. 

Brantford,  Sept.  1st,  1876. 
Received  from  M.  L.  Perkins,  Two  Hundred  Dollars,  to  apply  on 
his  account  with  C.  P.  Stanwood. 

$200.  A.  L.  ROWABD,  Agent. 

BILLS  AND  INVOICES. 

A  Bill  of  Goods  is  a  written  description  of  the  quantity  and  price 
of  goods  sold,  with  the  time  or  date  of  the  transaction,  and  the 
names  of  the  pxii'chaser  and  seller. 

An  Invoice  is  a  full  account  of  merchandise,  in  which  the  marks, 
numbers,  contents,  and  value  of  each  package,  together  with  all 
charges,  are  des#ibed. 

When  anyrhing  is  purchased  of  another,  or  is  to  be  charged  in 
account,  it  is  well  to  take  a  Bill  for  it.  The  Bill  will  be  a  reminder 
to  make  the  proper  entry  in  the  books  concerning  it,  and  will  also 
serve  as  a  voucher  fi'r  items,  prices,  &c.  Even  when  cash  is  paid, 
the  Bill  is  frequently  needed  for  reference. 

Invoices  are  usually  pasted  in  a  book,  or  neatly  folded  and 
marked  on  the  back  with  the  name  of  the  person  from  whom 
bou-ht,  the  date  arid  the  amount,  and  then  put  up  in  montlily 
packages  for  safe  keeping. 
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1.    BILL   NOT   RECEIPTED. 

Toronto,  January  1st,  1877. 
Mr.  CHARLES  D.  PUTNAM, 

Boue;ht  of  Wm.  L.  Brown  &  Co. 


5  yds.  Black  Silk 

4     "         "     Broadcloth 
20     "    Factory  Cotton 
15     "    Canton  Flannel 


at  §2  OOl 

"  4  00 

10 

25 

eioioo 

16  00 

2  00 

3  75 

$3175 

Mr.  W.  A.  ROBLIN, 


2.   BILL  RECEIPTED. 

Cornwall,  Nov.  lut,  1876. 


To  Conger  Bros. 


Dr. 


To  10  yds.  Cambric 
"20     "    Gingham 
I  "     5     "    Broadcloth 
I  "     2  doz.  Spools  Thread 


^0  15 
0  30 
4  00 
0  50 


100 

$28  50 


Received  payment, 

CONGER  BROS. 

S'lould  the  above  Bill  be  receipted  by  a  clerk,  his  own  name 
should  be  signed  under  that  of  the  fii'in,  with  the  word  "per" 
placed  before  it. 


3.    ITEMS    or    AN    ACCOUNT. 


Mr.  J.  A.  MOORE, 


To  Robertson  &  Henry. 


Dr. 


187G. 
July 

Auii. 


Sep. 
Oct. 


1  To  4  yds.  Broadcloth 
lOi  "  3     "    Can.  Tweed 
4  "  1  Vest  (Broadcloth) 


Cr. 


1  'By  Cash 

6    '■'  Order  on  A.  B.  Clark 

,  Balance  due 


at  $0  00 
.'     1  50 


$20  00 
5  00 


!  $20  00 
450 
5  50 


$30 
25 


$5 


00 
00 
00 


Settled  by  Note, 

ROBERTSON  &  HENRY. 
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4.    MONTHLY   STATEMENT. 

Toronto.  Jan.  1st,  1877. 


Messrs.  SMITH  &  JONES, 

To  Sinclair,  Jack  &  Co. 


Dr. 


1876. 
Nov. 


IjTo  Mdse,  as  per  Bill  rendered  at  3  mos. 
28  "         "  "  "  30  days 


$100  20 
500  00 
400J00 

1000  20 


INVOICES. 

L   DOMESTIC  INVOICES. 

Sales  A. 
Folio  325. 

Sold  by  J.  Wilso7i.  Montreal,  Oct.  28th,  1876. 

Messrs.  JONES  &  BROWN, 

Belleville,  Ont. 

Bought  of  Sinclair,  Jack  &  Co., 
Forwarded — G.T.R.    Importers  and  Wholesale  Dealers  in  Groceries. 
(Terms — Note  at  4  rnos.) 


1  5 

5 

Hlf.  chests  Tea  (Y.  H.),    '  S.  J.  &  Co.,  14" 

A 

78,    14,    7.i.     14.    7  4,    14,    369 
7  5,    1  5,    69,     1  3.      _                      70 

4              "               Gunpowder,    'Chinaman" 

10 
1  3 

8.S,    15.    S  .:.    1  .=i,    3.31 
85,    15,    81.    1  5,        60 

4  Bags  Coffee,  Java.  "  A.  B." 

14 
IS 

1  28,    4       115,    4       494 
.131,4       13  0.    4          16 

2            "           Laguyra,  "C.  T." 

228 
113,  4      lit.   4             8 

5  Boxes  (lOc.)  Laundry  Soap,  60  ea. 

4 

Doz.  B.  L.  Brushes,  ^Jo      3.00 
Cartage 

E.  J. 

95 


299  72 
27180 

478  24 

1 

22018 

300  07 


$215  28 
216:80 

114172 

39160 

21 100 

IIJOO 

25 
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2.    FOREIGN    INVOICE. 


Glasgow,  5tli  Aug. ,  1876. 
Invoice  of  one  Package,  marked  and  numbored  as  per  margin, 
shipped  as  per  Hibernian  S.  S.  from  Glasgow,  for  and  on  account  of 
Messrs.  G.  G.  HoUon  &  Co.,  Toronto,  Canada. 

Bought  of  ARTHUR  &  CO. 

London  Warehouse,  Old  'Change.  \         G.  C.  H.  &  Co.         No.  238. 
Bradford  Warehouse,  Grange  St.  )  T. 


1 

4 

Pes  Check  Wincey 

228 

6 

£  s. 
5  14 

d. 
0 

£   s.    d. 

2 

3 

4 

30 

4 

1 
2 
6 

"           "      56|,  57,  58,  59 
"    Shepherd 

5U,  54 
"   All  Wool  Tartan, 

230i 

m 

105| 

71 

8 

.9i 

7    8  101 
1  13    8 
4    3    6 

" 

35 

6 

29        3          2 

"   Clan  Serge, 

237i 

13J 

13  r 

2 

1 

31       2          2       51 
^^'    40)    42>   "^^ 

"   Super  " 

Box  and  Cartage 

246 
421 

16| 
16| 

17    3 

2  19 

15 

4* 

0 

6 

£53    5    : 

ORDERS. 

An  Order  is  a  written  request  to  deliver  or  pay  goods  or  money 
on  account  of  the  person  signing  the  request.  The  signature  is  a 
voucher  that  the  signer  gave  the  order,  and  that  he  is  responsible 
for  the  payment  of  what  is  ordered.  When  an  Order  is  received 
and  accepted,  an  entry  should  be  made  charging  the  signer  ;  and  if 
the  Order  is  for  the  benefit  of  a  third  party,  it  is  well  to  mention  in 
the  entry  the  name  of  the  person  to  whom  the  goods  or  money  is 
delivered.  The  Order  should  be  kept  until  settlement  is  made,  as 
it  is  a  confirmation  of  the  charge. 


ORDER  rOR  GOODS. 

Montreal,  Jan.  let,  1877. 
Messrs.  Page,  West  &  Co. 

Gentlemen, — Please  deliver  to  A.  L.  Cathcart,  or  Bearer,  Fifty- 
seven  Dollars,  in  goods  from  your  store,  and  charge  to  the  account 
of  B.  C.  SANDERS. 

857. 
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ORDER   FOR   MONEY. 

Toronto,  Jan.  2nd,  1877. 
Mr.  W.  J.  Gage. 

Please  pay  xo  A.  H.  Jones,  or  Order,  One  Hundred  and  Ten 
Dollars,  and  charge  the  same  to  mv  account. 

$110.  "  PETER  COOPER. 

DUE   BILLS. 

A  Dne  Bill  is  a  written  acknowledgment  of  a  debt.  When  it  is 
intended  that  a  Due  Bill  should  be  paid  at  a  definite  tinie  in  the 
future,  the  date  of  payment  should  be  specitied. 


DUB   BILL  FOR   MONEY. 


Hamilton,  Jan.  9th,  1877. 
Due  Samuel  Clara,  for  value  received,  One  Hundred  Dollars. 
eiOO.  GEO.  H.  GAMP. 


DUE    BILL    FOR  GOODS. 


Kingston,  Jan.  3rd,  1877. 

Due  Sanford  Farmer,  Twenty  Dollars  in  goods  from  our  store. 

$20.  ROSS  d:  BAIN. 


PROMISSORY  NOTES. 

A  Promissory  Note  is  a  written  promise  to  iiay  unconditionally,  and, 
at  all  evetits,  a  specified  snm  ofrntmey. 

When  a  Note  is  given  or  received,  it  should  be  entered  in  the 
person's  account  with  whom  the  transaction  occurs,  in  the  same 
manner  as  cash  would  be  entered.  The  Note  settles  so  much  of  the 
account,  and  may  change  hands  many  times  before  it  becomes  due, 
and  it  must  be  paid  to  the  holder.  Should  suit  be  brought  because 
not  paid,  it  would  be  bi'ought  upon  the  note  instead  of  upon  the 
account. 


FORMS  OF  NOTES. 

NEGOTIABLE    WITHOUT   INDORSEMENT. 

London,  Oct.  8th,  1876. 

Three  months  after  date  I  promise  to  pay   S.    G.  Beatty,  or 
Bearer,  One  Hundred  Dollars,  value  received. 

THOMAS  WILLIAMS. 
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negotiabIjE  by  indoksement. 

Hamilton,  Oct.  28th,  1876. 

Three  months  after  date  I  promise  to  pay  S.  Clare,  or  Order, 
One  Hundred  Dollars,  value  received. 

THOMAS  WILLIAMS. 


NON-N  EGOTI  ABLE. 

Toronto,  Oct.  28th,  1876. 
$100. 

Three  months  after  date  I  promise  to  pay  George  Dean  One 
Htmdred  Dollars,  value  received. 

THOMAS  WILLIAMS. 


PAYABLE    ON    DEMAND. 

Kingston,  Oct.  28th,  1876. 

aioo. 

On  demand   I   promise  to  pay  Messrs.   Jones  &  Brown,  or 
Bearer,  One  Hundred  Dollars,  value  received. 

THOMAS  WILLIAMS. 


-    PAYABLE    AT    BANK. 

Bradford,  Nov.  5th,  1876. 

Three  months  after  date  I  promise  to  pay  John  Smith,  or 
Order,  at  the  Bank  of  Commerce  here,  One  Hundred  Dollars,  value 
received. 

PETER  J.    WILSON. 


PAYABLE    AT    BANK,    WITH    INTEREST. 

Belleville,  Oct.  28th,  1876. 
$342.42. 

Three  months  after  date  we  promise  to  pay  Messrs.  East  & 
West,  or  Order,  at  the  Merchants'  Bank  of  Canada,  here.  Three 
Hundred  and  Forty  Dollars  and  Forty-two  Cents,  with  Interest  at 
seven  per  cent,  per  annum,  value  received. 

SMITH,  JONES  &  CO. 
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JOINT   NOTE. 

Montreal,  Jan.  1st,  1877. 

^^liree  months  after  date  we  jointly  promise  to  pay  R.  Brown, 
or  Order,  Three  Hundred  Dollars,  value  receu'ed.    ^^^_^y 

J.  G.  SHEliBY. 


JOINT    AN1>    SEVEKAL   NOTE. 

Port  Hope,  Oct.  28th,  1876. 


^^Ninetv  days  after  date  we  jointly  and  severally  promise  to  pay 
Geo.  WairbrS,orOMer,Two'Huuired  and  Ten  Dollars,  value 

'deceived.  JOHN  BROWN.  I 

WILLIAM  BROWN.  ^ 


DRAFTS. 

A  Draft  is  an  unconditional  written  Order,  addressed  by  A.  B. 
tol.^p^,'directing  hnn  to  pa,  E  F.  a  ce.a,n  sum  o^none^^^^^A.  K 
is  sau  to  draw  on   C^D    in^^^^^^^^^^  ^  33  ^^^  ^,, 

fh?  mon?y  ^o  be%  .Srinmself,  h.  which  case  he  is  Payee  as  well 

^'TV^'Se  it  an  obligation  on  the  part  of  C.  D.  he  must  acce|,t  it, 
wJ^h";  c:mn^?y  done  by  writini  the  word  "accepted"  and  Ins 

^^S^m:;t  ^if  pUe  at  a  certain  tmy  after  da^^  ce. 
of  ucceptaiux  must  also  be  written. 

FORM    OF    SIGHT    DRAFT. 

Cobourg.  Jan.  1st.  1877 

^' At  sight,  pay  Henry  Campion,  or  Order.  Seventy-Hve  Dollars 
and  charge  to  account  of  JAMES  JOHNSON. 

To  A.  R.  Hammer, 

Whitby,  Ont. 


BOOK-KEEPING, 
TliXE   DRAFT. 

Toronto,  Nov.  1st,  1877. 
$200.         •  ,  ,       . 

Thirty  days  after  date  pay  to  the  Order  ofW.  R.  Lingham, 
Two  Hundred  Dollars,  value  received,  and  charge  to  the  account  of 

S.  T.   VANCE. 
To  Isaac  East, 

Oshawa,  Ont, 


IIMB  RECKONED  AFTER  SIGHT, 

Hamilton,  Jan.  3rd,  1877. 

$257. 

Thirty  days  after  sight  pay  to  the  Order  of  W.  R.  Lingham, 
Two  Hundred  and  Fifty-seven  Dollars,  value  received,  and  charge 
to  the  account  of 

S.  T.   VANCE. 
To  Isaac  East, 

Oshawa,  Ont, 

QUESTIONS  FOR  REVIEW. 

1<0RMS  OF  BUSINESS  PAPERS. 

What  should  be  understood  concerning  the  papers  used  in  business  ? 
What  ability  should  be  acquired  ?  What  is  a  Receipt  ?  Why  should 
Receipts  be  preserved  ?  Give  the  wording  of  a  Receipt  for  payment  on 
account.  A  Receipt  in  full  of  account.  A  Receipt  in  full  of  aU  de- 
mands. A  Receipt  for  a  particular  bill.  A  Receipt  for  borrowed 
money.  A  Receipt  in  full  for  services.  A  Receipt  for  a  note.  A  Re- 
ceipt for  rent.  For  interest  due  on  a  mortgage.  For  payment  by  the 
hand  of  a  third  party.  What  is  a  Bill  of  Goods  ?  What  is  an  Invoice  ? 
Of  what  use  is  a  Bill  of  Goods  ?  How  are  Invoices  usually  preserved  ? 
Write  a  Non-receipted  Bill  of  Goods.  A  Receipted  Bill .  A  Bill  paid 
by  Note.  What  is  an  Order?  Of  what  is  it  a  voucher?  Give  the 
form  of  an  Order  for  Goods  for  another  person.  An  Order  for  Money. 
An  Order  for  Goods  for  yourself.  What  is  a  Due  Bill  ?  Write  a  Due 
Bill  payable  in  money.  A  Due  Bill  payable  in  Goods.  What  is  a  Pro- 
missory Note  ?  What  should  be  done  when  a  Note  is  given  or  received  ? 
In  what  book  is  a  full  description  of  Notes  entered  ?  Give  the  form  of 
a  Note  negotiable  without  indorsement.  A  Note  negotiable  by  indorse- 
ment. A  non-negotiable  Note.  A  Note  payable  on  demand.  Payable 
at  bank.  A  Joint  Note.  A  .loint  and  Several  Note.  What  is  a  Draft  ? 
When  are  Draft.s  made  payable  ?  When  made  payable  at  sight,  or  a 
certain  time  after  sight,  what  should  be  done  to  fix  the  date  of  pay- 
ment ?  How  is  a  Draft  accepted  ?  Give  an  example.  What  should 
also  be  written  if  the  Draft  is  di-a%\-n  payable  at  sight  or  after  sight  ? 
Give  the  iorm.  of  a  Sight  Draft.  A  Time  Draft.  A  Draft  where  time  is 
reckoned  after  sight. 
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DOUBLE    ENTRY. 


DOUBLE   ENTRY. 

INTRODUCTION. 

A  COMPLETE  set  of  accounts,  as  the  pupil  is  already  aware, 
should  furnish  the  means  of  readily  determining  — 

I.  The  Prasent  Financial  Position,  by  showing  the 

present  Assets  and  Liabilities. 
II.  How  this  position  has  been  attained,  by  showing 
the   Original    Capital   and  the  subsequent  Gains  and 
Losses. 
As  the  result  in  the  latter  case  must  be  the  same  as  in  the 
former,  the  problem  for  the  pupil  may  be  thus  stated : — 

"  Given,  the  financial  condition  of  a  business  at  the  beginning  of  a 
certain  period,  the  transactions  during  the  period,  and  the  vahie  of 
the  goods  remaining  at  the  end ;  it  is  required  to  record  and  classify 
these  various  items,  so  as  to  exhibit  the  financial  condition  at  the 
end.  First,  from  a  statement  of  Assets  and  LiabiJities  at  that 
time  ;  second,  from  a  statement  of  the  Gains  and  Losses,  in  connec- 
tion with  the  Original  Capital." 

He  has  seen  that  the  Single  Entry  Ledger  contains  only 
personal  accounts,  and  that,  even  with  the  aid  of  the  Cash  Book 
and  Bill  Book,  it  is  not  competent  to  do  more  than  comply 
with  the  first  requirement.  It  is,  therefore,  as  a  system, 
imperfect. 

He  has  also  seen  that  Double  Entry  supplies  the  defect  of 
Single  Entry,  by  keeping  accounts  not  only  with  the  persons 
with  whom  business  is  transacted,  but  also  with  every  fcrrm  of 
value  exchanged,  and  with  every  source  of  receiiA  and  expenditure. 
It  thus  shows,  in  addition  to  all  that  Single  Entry  does  (even 
with  the  aids  above  mentioned),  tlie  various  channels  through 
which  the  gains  and  losses  have  been  made  ;  thereby  afford- 
ing, not  only  presumptive  evidence  of  the  correctness  of  the 
woi'k,  but  also  a  basis  upon  which  to  plan  future  enti^rprises. 
Double  Entry,  therefore,  meets  both  requirements, 
and  conserpienil/ recommends  itself  as  a  perfect  system  of 
Account  Keeping. 

Such  a  piobleni  as  the  one  just  stated  the  pupil  has  already 
solved  in  the  example  of  connected  accounts,  or  Double  Entry 
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Ledger,  as  we  may  call  it,  pages  22-25.  One  of  the  methods 
recommended  for  doing  that  exercise  was — to  take  one  trans- 
action, make  the  proper  entries  in  the  two  accounts  affected  bj' 
it,  and  then  proceed  to  the  next.  As  all  the  transactions  were 
on  account,  a  personal  account  was  affected  in  each  case.  And 
he  will,  no  doubt,  remember  that  every  time  he  debited  a  per- 
sonal account,  he  credited  with  an  equal  amount  an  impersonal  one 
(one  in  the  name  of  a  thiiuj,  not  uf  a  person)  ;  and  similarly, 
every  time  he  credited  a  personal  account  he  debited  an  im- 
personal  one  with  the  same  amount.  A  constant  equilibrium 
of  debits  and  credits  was  thus  kept  up.  This,  indeed,  is  a 
fundamental  principle  of  Book-keeping  by  Double 
Entry.  For  every  dollar  and  cent  j^luced  on  one  side  of  the  Led- 
ger, there  must  be  just  as  many  dollars  and  cents  placed  somewhere 
on  the  other  side. 

Whatever  differences  there  may  be  in  the  working  out  of 
the  following  sets,  the  pupil  will  observe  that  they  are  merely 
peculiarities.  Tlie  same  general  principle  runs  through  the 
whole.  The  particular  method  or  form  in  which  bouks  are 
kept  is  not  essential,  so  long  as  it  conforms  to  the  principle  of 
equal  debit  and  credit. 


BOOKS   USED. 

If  we  sell  goods  to  Benjamin  Worth,  without  receiving  at 
the  same  time  anything  in  return,  the  two  Ledger  accounts 
affected  are  Benjamin  "Worth  and  Merchandise,  and  we 
ma}^  if  we  like,  at  once  debit  Benjamin  Worth,  and  credit 
Merchandise,  without  previously  entering  the  transaction  in 
any  otlier  book.  The  Ledger,  indeed,  is  not  only  the  principal 
book,  but  it  may  be  said  to  be  the  only  essentially  necessary  one. 
If  other  books  are  used  in  addition,  they  are  for  convenience 
only,  and  are,  in  general,  subservient  and  contributory  to  it. 
When  the  pupil  finds  that  their  use  promotes  the  neatness, 
condensation  and  accuracy  of  the  Ledger,  he  will 
gladly  avail  iTtnistdf  of  them  as  they  are  introduced,  and  keep- 
ing always  in  mind  the  grand  result  he  is  aiming  at,  he  will 
have  little,  if  any,  difficulty  in  comprehending  their  nature. 
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BOOKS  USED  IN  SET  I. 

The  books  used  in  the  E'irst  Set  are  the  Day  Book, 
Journal  and  Ledger.  These  are  commonly  called  principal 
books,  in  relation  to  other.s,  called  auxiliary  books,  about  which, 
however,  the  pupil  need  not  trouble  himself  at  present. 

DAY   BOOK. 

This  book  is  sometimes  called  TJie  Blotter,  and  it  is  not  an 
inappropriate,  name  for  some  people's  Day  Books.  It  should 
contain  a  concise  and  comprehensive  history  of  the  merchant's 
business  transactions  ;  commencing  with  an  inventory  of  his 
effects,  and  the  debts  due  him ;  also  of  the  debts  due  by  him 
to  others. 

After  this  his  business  transactions  should  be  recorded  at 
the  time  and  in  the  order  in  which  they  occur.  Every  entry 
should  embrace  the  following  particulars  : — 1st,  the  date  ;  2nd, 
the  person  or  account ;  3rd,  wliat  you  have  bought  or  sold, 
paid  or  received  ;  4th,  the  terms  of  payment ;  5th,  the  articles, 
quantities,  prices  and  amounts. 

In  writing  this  book,  everything  should  be  clearly  expresse.l 
in  as  uniform  a  style  as  possible,  and  the  use  of  ambiguous 
words  and  phrases  carefully  avoided. 

JOURNAL. 

The  purpose  of  the  Journal  is  to  state,  with  regard  to  ever^ 
Day  Book  entry,  which  accounts  in  the  Ledger  are  to  receive 
entries,  on  which  side  of  the  account,  and  for  how  much ;  so 
that  the  posting  to  the  Ledger  may  be  rendered  more  easy, 
and  less  liable  to  error. 

In  journalizing  any  Day  Book  entry,  therefore,  the  three 
questions  to  be  decided  upon  are — Which  accounts  are  affected  ? 
On  which  side  ?  and.  For  what  amount  ?  If  the  pupil  has 
mastered  the  two  chapters  on  Examples  of  Accounts,  pages  12 
to  30,  he  will  liave  little,  if  any,  difl&culty.  If  he  has  not  mas- 
tered them,  he  will  do  well  to  read  them  again  very  carefully. 

In  any  given  set  of  transactions,  before  applying  the  above 
questions,  we  must  settle  upon  the  names  of  the  accounts  we 
intend  to  open.     For  instance,  in  the  First  Set  we  are  dealing 
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in  two  kinds  of  "Wheat  and  two  kinds  of  Flour.  We  are  at 
liberty  to  include  all  these  under  the  head  of  Merchandise  ;  or 
both  kinds  of  flour  under  the  head  of  Flour,  and  both  kinds  of 
wheat  under  the  head  of  Wheat ;  or  to  have  four  accountSj 
one  for  each  kind  of  flour  and  one  for  each  kind  of  wheat.  In 
this  Set  the  second  course  is  adopted. 

A  little  reflection  will  point  to  the  accounts  affected. 
We  shall  be  directed  to  the  side  affected  by  asking— If  it  be 
a  personal  one, — '■'Did  he  receive  from  us  or  ddiver  to  us  ?  "  If  it 
be  an  impersonal  one, — "  Did  we  receive  the  thing  or  part  with 
it?"  With  regard  to  those  impersonal  ones  which  show  loss 
or  gain,  as  Merchandise,  and  especially  Interest  and  Expense, 
the  question,  "  Did  the  thing  cost  tis  value  or  produce  us  value  1 " 
may  indicate  more  clearly  to  some  minds  the  side  affected. 
The  pupil  will  observe,  however,  that  this  is  only  a  modified 
form  of  the  previous  question.  For  the  thing  which  has  coot 
us  value  must  have  been  received,  and  that  which  has  produced 
us  value  must  have  been  parted  with. 

In  the  entry,  January  2,  "Sold  James  Rimmer,  Wheat  on 
account,  $150,"  it  is  evident  that  the  two  accounts  affected  are 
James  liimmer  and  WJicat.  As  he  is  the  receiver,  his  account 
must  be  dehiied :  and  as  wheat  has  been  jxirted  ivith,  Wheat 
account  must  be  credited.  This  may  be  indicated  in  the  Jour- 
nal in  several  ways,  for  example : — 


James  Eimmer,  Dr. 

150 

00 

Wheat,  Or. 

150 

00 

Or, 

James  Rimmer,  Dr. 

150 

00 

To  Wlieat 

150 

00 

Or, 

James  Rimmer 

150 

00 

1 

Wheat 

1 

i5o;oo 

i 

There  are  several  other  ways  of  indicating  in  the  Journal 
what  are  to  be  the  Lodger  entries,  but  whichever  is  adopted, 
they  all  mean  simply  that  $150  is  to  be  entered  on  the  debit 
side  of  James  Rimmer's  account,  and  the  same  amount  on  the 
credit  side  of  Wheat  account. 

In  the  entry  of  the  same  date,  "  Bought  of  Wm.  Lingham, 
Flour,  for  Cash,  $300,"  the  accounts  afi'«oted  are  Flour  and 
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Casli ;  Flour  on  the  debit  side  because  it  came  in,  Cash  on  the 
credit  side  because  it  went  out.  Wm.  Lingham's  account  is  not 
affected,  because  his  relation  to  us  as  Dr.  or  Cr.  is  not  changed 
by  the  transaction  ;  and,  therefore,  we  need  not  make  any 
entry  in  his  account.  We  may  ;  but  if  we  do,  we  shall  have 
to  credit  him  with  the  Flour  he  has  delivered  to  us,  and  then 
debit  him  with  the  Cash  he  has  received  from  us.  And  these 
two  entries,  being  equal  in  amount,  would  haA^e  the  same  effect 
upon  the  account  as  if  no  entry  had  been  made. 

Ti'so  accounts  at  least  will  generally  be  affected  in  any  trans- 
action. There  may  be  more.  In  the  opening  entry,  January 
1st, /<??«•  accounts  are  affected — Cash,  Fluur  and  Wheat  on  the 
Dr.  side,  because  all  these  came  into  the  business  ;  and  the 
proprietor's  account  on  the  Cr.  side,  because  he  put  them  into 
the  business.  Adopting  the  second  mode  of  Journal  entry, 
and  using  the  term  Stock  to  represent  the  proprietor,  instead 
of  using  his  own  name,  the  proper  Ledger  entries  will  be  thus 
indicated  : — 


Cash 

Flour 

Wheat 


Dr. 

4000 
1000 

i 
50 
00 

«< 

3000 

00 

To  Stock 

i 
1 

8000 

50 

We  have  adopted,  for  the  present,  the  second  mode  of  jour- 
nalizing, for  a  rea.son  which  will  be  better  appreciated  when 
we  speak  of  the  Ledger.  We  must,  however,  caution  the  pupil 
against  attaching  to  the  word  "  To,"  in  the  expression  "  James 
Rimmer,  Dr.  to  Wheat,"  the  meaning  which,  from  the  ordinary 
use  of  language,  would  naturally  suggest  itself  The  plain, 
naked  fact  is,  that  James  Rimmer  is  Dr.  to  US  for  Wheat.  If 
we  had  this  Journal  entry,  "  Charles  Aclin  Dr.  to  Benjamin 
IFmth,"  it  would  simply  mean  that  Charles  Adin  is  Dr.  in 
relation  to  US,  and  that  Benjamin  Worth  is  Cr.  in  relation  to 
US.  We  have  nothing  to  do  in  our  books  with  the  relation  of 
outside  paities  to  one  another  as  Dr.  or  Cr.,  but  only  with  the 
relatkm  of  these  parties  to  us.  Indeed,  so  far  as  these  two  per- 
sons are  concerned,  the  meaning  we  would  naturally  attach  to 
the  expression  is  the  very  opposite  of  the  fact.  For,  the  circum- 
stance whicli  originated  the  entry  (which  may  have  been  our 
giving  to  Charles  Adin  our   order  or  draft  upon  Benjamin 
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Worth)  would  actually  make  Benjamin  IForih  the  Dr.  of  Charles 
A  din. 

The  pupil  cannot  fail  to  have  observed  that  his  ability  to 
journalize  any  transaction  must  depend  entirely  upon  his  know- 
ing what  entries  should  be  made  in  the  Ledger,  and  this 
depends  upon  his  having  a  clear  idea  of  the  nature  of  the 
different  Ledger  accounts. 

The  name  of  this  book,  Journal,  is  not  suggestive  of  its 
use.  From  '' joiir,"  French  for  daij,  it  is  synonymous  with 
Day  Book,  and  was  appropriate  when  it  was  the  practice  in 
the  Journal  not  merely  to  indicate  the  proper  Ledger  entries, 
but  to  add  the  ftdl  details  of  the  transactions  from  the  book  of 
miginal  entry,  then  called  the  Waste  Book. 

LEDGER. 

The  Ledger  is  the  book  in  which  the  transactions,  scattered 
through  the  Day  Book  without  order  as  to  kind,  are  arranged 
under  distinct  and  appropriate  heads,  called  accoxmts.  The 
amount  put  into  the  business  by  the  proprietor,  or  taken  out 
by  him,  is  put  under  His  OWN  name,  or  under  the  name  of 
Stock,  or  Capital  ;  every  item  affecting  the  debit  or  credit, 
on  account,  of  any  particular  person  towards  us  is,  placed  under 
that  PEHSOx's  NAME  ;  all  receipts  and  payments  of  cash,  under 
the  head  of  Cash  ;  otliers'  notes  received  and  disposed  oi, 
under  the  head  of  BiLLS  Reckivable  ;  our  notes  issued  and 
redeemed,  under  the  head  of  Bills  Payable  ;  purchases  and 
sales,  under  Merchandise  ;  and  incidental  outlay,  under 
Expense. 

It  has  already  been  remarked  that  the  proper  entries  might 
be  made  in  the  Ledger  at  the  time  of  the  transaction,  without 
being  entered  in  any  other  book  whatever.  Two  inconve- 
niences, however,  would  follow.  The  Ledger  would  have  to 
contain  the  details  of  the  transaction,  which  would  make  the 
accounts  very  unwieldy  ;  and  in  the  hurry  of  business  it  would 
be  impossible  to  make  the  original  entries  in  the  Ledger  so 
neatly  as  is  desirable.  By  first  entering  the  particulars  of  the 
transaction  in  the  Day  Book,  we  need  only  transfer  the  amount 
to  the  Ledger,  with  a  word  or  two  to  explain  the  entry  ;  and 
the  transferring  or  jy.sting  to  it  can  be  done  at  leisure. 

The  original  entries  being  made  in  the  Day  Book,  they  may 
he  trai'.sl'erred  to  the  Ledger  without  the  aid  of  the  Journal  ; 
and  in  modt^rn  practice,  where  tlie  original  entries  are  so  made 
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that  the  purchases,  sales,  cash  receipts  and  payments,  are  kept 
separate  from  one  another,  it  is  unnecessary.  Its  introduction, 
however,  into  the  preliminary  sets,  will  more  deeply  impress 
upon  the  mind  of  the  pupil  the  principle  of  equal  debits  and 
credits  ;  and  when  it  is  iormally  dispensed  with  he  will  more 
clearly  see  that  its  essence  is  retained  in  the  peculiar  mode  of 
making  the  original  entries. 

Names  and  Order  of  the  Accounts. — The  pupil  need 
scarcely  be  told  that  the  Journal  contains  the  names  of  all  the 
accounts  that  are  to  be  opened  in  the  Ledger.  Although  in 
practice  it  is  usual  to  give  a  page  to  each  account,  we  will 
apportion  to  each,  only  so  much  space  as  is  necessary.  In  text- 
books generally  no  definite  order  is  observed,  but  as  advantage 
may  result  from  attention  to  this  matter,  we  will  take  first, 
Stock ;  after  that,  all  the  accounts  which  show  an  asset  or  a 
liability,  beginning  with  the  most  avaihible  asset ;  and  lastly, 
those  showing  a  loss  or  a  gain.  We  shall  thus  have  the  accounts 
of  the  First  Set  in  the  following  order,  namclj' : — Stock,  Cash, 
Bills  Receivable,  Bills  Payable,  Personal  Accounts,  Flour, 
Wheat,  Expense.  The  headings  should  be  written  in  a  clear 
text-hand,  and  the  abbreviations,  Dr.  and  Cr.,  may  be  placed 
at  the  top  of  the  page  only. 

Posting. — Transfeiring  an  entry  from  any  book  to  the 
Ledger  is  termed  posting,  the  word  "■post,"  as  a  verb,  meaning 
simply  to  put,  to  jylace.  If  the  posting  be  done  direct  from  the 
Day  Book,  it  is  an  intellectual  operation,  because  for  each  separ- 
ate Day  Book  entry  we  have  to  think  which  account,  and  which 
side  of  it,  is  aff'ccttd.  But  all  the  thinking  has  been  done  in 
journalizing,  and  the  results  are  so  registered  in  the  Journal, 
that  posting  from  it  is  reduced  to  a  mere  mechanical  operation. 

The  first  Journal  entry  is  a  plain  direction  that  Cash,  Flour 
and  Wheat  are  to  be  debited  respectively  with  the  amount 
placed  opposite  to  them,  and  that  Stock  is  to  be  credited  with 
the  amount  placed  opposite  to  it.     Thus  : — 

Dr.  Cash.  Cr. 


1877,     j.  I     ;l  I     : 

Jan.!  ITo  Stock  !      14000,50 
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m 

'• 

] 

Flour. 

Cr. 

1877 
Jan. 

IjTo  Stock  i 

i                  1     1 

3000  00 

1     11         1 

1 

Dr.                                 Wheat.                               Cr. 

1877 
Jan. 

1  To  Stock 

1 
1000  00 

i 

1                  1 
i 
1 

Dr.                                 Stock.                                 Cr. 

■     i                     1     1 

1     i                 i     1 

1877 
Jan. 

1 
1  By  Sun- 
dries 

8000 

50 

Instead  of  the  word  "  Sundries,"  we  could,  if  we  had  chosen, 
have  written  "  Cash,  Flour  and  Wheat."  But  it  is  usual,  when 
there  is  more  than  one  account  to  name,  to  write  **  Sundries," 
meaning  several  accounts. 

The  narrow  column  to  the  left  of  the  money  column  in  the 
Ledger  is  for  the  Journal  page.  As  soon  as  each  Ledger  entry 
is  made,  the  page  of  the  Ledger  should  also  be  put  in  the  second 
column  of  the  Journal.  This  shows  that  the  item  is  posted, 
and  also  the  page  of  the  Ledger  on  which  the  account  is  found. 

Although  in  the  Journal  entries  we  have  named  the  debit 
account  first,  we  are  at  perfect  liberty  to  name  the  credit 
account  first.     We  can  say — 

Flour  Dr.  to  Cash, 

or, 
Cash  Cr.  by  Flour. 

So  far  as  the /flcMs  concerned  which  originated  the  entry, 
they  both  mean  that  Flour  came  in  and  Cash  vent  out  So  ftir 
as  the  operation  io  he  performed  in  the  Ledger  is  concerned,  they 
both  direct  that  Flour  Account  is  to  be  debited,  and  Cash 
Account  credited. 

Reailiiig  the  Ledger  entries  by  giving  the  name  of  the 
account  first  witlx  Dr.  or  Cr.,  according  as  the  entry  is  a  debit 
or  credit  one.  the  pupil  will  observe  that  every  debit  entry 
will  read  like  the  Journal,  word  for  word,  and  every  credit  entry 
will  read  as  the  Journal  tvoidd  read  if  written  with  the  credit 
account  first. 
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.JET   I.— DOUBLE   ENTRY. 

The  following  Set  is  worked  out  in  full,  in  order  to  show 
the  pupil  the  proper  form  of  carrying  the  transactions  through 
the  different  books,  and  should  be  thoroughly  understood  in 
every  particular  before  proceeding  further. 

The  transactions  are  first  taken  from  the  "  Record,"  (which 
is  supposed  to  be  a  memorandum  of  the  merchant's  business 
transactions  in  the  date  and  order  of  their  occurrence,)  and 
arranged  properly  in  the  Day  Book,  after  which  they  are  jour- 
nalized and  posted. 

A  faithful  adherence  to  the  foregoing  instructions  and  illus- 
trations will  enable  the  pupil  to  record,  readily  and  correctly, 
the  following  exercise,  which  should  be  first  written  on  Skeleton 
paper  prepared  for  that  purpose,  or  on  blank  paper  ruled  up  by 
the  student  himself. 


SET  I.— PEODUCE  BUSINESS. 

It  is  expected  that  the  student  will  not  merely  copy  the 
exercises  in  connection  with  this  Set,  but  that  he  will  work 
them  out  for  himself  according  to  the  forms  given. 

RECORD   OF  TRANSAGTIOiNS. 

Toronto,  January  1,  1877. 
Commenced  business,  investing  as  follows : — Cash  -  $4000  50 
500  bbls.  Extra  Flour,  at  $6        -         -        .     3000  00 
800  bush.  Fall  Wheat,  at  $1.25  -         -         -     1000  00 
Jan.  2.   Bought  of  W.  Lingham,  for  cash,  50  bbls. 

Superfine  Flour,  at  S6       -         -         -         -       300  00 
"     *'    Sold  James  Rinimer,  on  ace' t,  100  bush.  Fall 

Wheat,  at  $1.50 150  00 

"     "    Bought  of  H.  Corby,  on  my  note,  200  bush.  • 

Spring  Wheat,  at  $1         -         -         -         -       200  CO 
"     3.  Sold  Robert  Thompson,  on  acc't,  400  bush. 

Fall  Wheat,  at  $1.50         -         -         -         -       600  00 
"     "    Boui^ht  of  W    Lingham,   on  my  note,   100 

bbls.  Superfine  Flour,  at  $6.50-         -         -       650  00 
"     "    Bought  of  James  Wilson,  for  cash,  200  bush. 

Fall  Wheat,  at  $1.50         -         -         -         -       300  00 
"     4.  Sold  John  Smith,  for  his  note,  100  bush. 

Fall  AVheat,  at  $1.75         -         -         -         -       175  00 
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1877. 
Jan.  4.  Received  of  James  Rimmer,  on  acc't,  Cash  -     $100  00 
"     5.  Bought  for  cash,  400  bush.  Fall  Wheat,  at 

$1.40 560  00 

"     "    Sold   James  Johnson,   for  note,    100  bush. 

Spring  Wheat,  at  SI. 20  -  -  -  -  120  00 
•♦     6.  Bought  of  H.  Corby,  on  acc't,  500  bbls.  Extra 

Flour,  at  $6 3000  00 

"     "    Sold  James  Miller,  on  acc't,  200  bbls.  Extra 

Flour,  at  $6.50  -  -  -  -  -  1300  00 
"  -  Soldforcash,  100  bush.  Sp'g  Wheat,  at  $1.25  125  00 
"     8.  Sold  James  Rimmer,  on  acc't,  200  bush.  Fall 

Wheat,  at  $1  40 280  GO 

"     **    Received  of  James  Miller,  his  note  in  full 

of  acc't     -------     1300  00 

"     I).  Paid  cash  for  sundry  items  of  expense  -         25  50 

"     "    Sold  Robert  Thompson,  on  acc't,  250  bush. 

Fall  Wheat,  at  $1.50  -  -  -  -  275  00 
"  lU.  Bought  of  W.  Liiigham,  on  acc't,  450  bush. 

Spring  Wheat,  at  $1  -  -         -       450  00 

«     "    Paid  H.  Corby,  cash  on  acc't       -         -         -     1000  00 
"  1 1.  Sold  Robert  Brown,  200  bush.  Spring  Wheat, 

at  $1.25 250  00 

100  hush.  Fall  Wheat,  at  $1.30  -         -        -       130  00 
Received  in  payment,  his  note  for  $150,  cash 

for  balance,  S230. 
"  12.  Bought  of  W.  Liugham,  on  my  note,  50  bbls. 

Extra  Flour,  at  $6.30       -        -        -.      - 
**     "    Paid  cash  for  my  note  of  the  3rd  inst.,  favor 

of  W.  Lingham         -         .         .         .         • 
13.  Sold  J.   Rimmer,   on  acc't,  200  bbls.  Extra 

Flour,  at  $7     - 

15.  Paid  cash  in  full  for  my  note,  favor  H.  Corby 
"  Received  of  R.  Thompson,  cash  in  full  of  acc't 
"    Received  cash,  in  full  for  J.  Smith's  note  of 

the  4th  inst.  ------ 

16.  Gave  H.  Coi  by  my  note  on  acc't 

17.  Bought  of  W.  Lingham,  on  acc't,  550  bush. 
Spring  Wheat,  at  $1 

"  Sold  J.  Rimmer,  on  acc't,  150  bbls.  Super- 
fine Flour,  at  $8 

•*  Received  cash,  in  full  for  J.  Johnson's  note 
of  the  5th  inst. 

18.  Paid  sundry  expenses  in  cash 
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ol5 

00 

650 

00 

1400 

00 

200 

00 

975 

00 

175 

00 

luoo 

00 

550 

00 

1200 

00 

120 

00 

140 

00 

BOOK-KEEPINO. 
INVENTORY   OF   GOODS   REMAINING  UNSOLD. 


600  bbls.  Extra  Flour,  at  $6.00 
60     "  "  6.30 

200  bush.  Fall  Wheat,         1.25 

50     "  "  1.40 

800  «   Spring  Wheat,  1.00 


-  $3600  00 

-  315  00 


250 

00 

70 

00 

800 

00 

3915  00 


1120  00 


SPECIMEN  DAY  BOOK. 


TO   THE  PUPIL. 


After  becoming  familiar  with  the  preceding  instructions,  yoa 
may  write  up  the  Day  Book  according  to  the  tollowing  form, 
then  lay  aside  the  printed  book,  and  on  a  sheet  of  waste  paper 
journalize  the  entries  of  the  Day  Book,  after  which  compare 
with  the  printed  Journal  to  see  if  you  have  journalized  cor- 
rectly ,  then  post  to  the  Ledger  as  directed  in  explanations  on 
posting,  independent  of  the  printed  book,  and  make  out  your 
Trial  Balance  and  Statements. 

The  check  mark  (v^)  is  to  show  that  the  entry  to  which  it  is 
placed  is  journalized.  It  should  be  made  immediately  after 
journalizing— ngtw  before. 


Toronto,  January  1st,  1877. 


(1) 


• this  day  commences  the 

Produce  Business  at  No.  128  Front 

Street,  renting  stove  from  F.  John- 

1 

son,  and  investing  as  follows  : — 

Cash 

4000 

50 

t  Extra 

v/ 

500  bbls.  Flour                 $6  00 

30oo;oo! 

FalL 

800  bush.  Wheat                1,  25 
Amount  forward 

1000 

1 

00 

800050 
8000  50 

•  Pupil  to  use  his  own  name. 

+  The  margin  to  the  left  is  for  the  description  or  rnark  of  the  articles,  in 
order  that  they  may  be  readily  referred  to. 
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Toronto,  January  2,  187' 


Super, 
Fall.  y 
Spring,  v/ 
Fall.  V 
Super. 
Fall. 


Carried  over  , 

Bought  of  W.  Lingham  for  cash,  , 

y/      50  bbls.  Flour  $6  00; 


Sold  James  Rimmer  on  acc't, 
100  bush.  AVheat  $1   50 


Fall. 


Fall. 
Spring. 
Extra, 
Extra 


Bought  of  H.  Corby  on  my  note, 
200  bush.  Wheat             $1  00 
3 


Sold  RoVievt  Thompson  on  acc't, 
400  bush.  Wheat  $1  50 


BoushtofW.  Lingham,  onmy  note 
100  bbls.  Flour  $6  50 


Bouj^ht  of  James  Wilson  for  cash, 
200  bush.  Wheat  $1   50 

4 


Sold  John  Smith  for  his  note, 
100  bush.  Wheat  $1  75 


Received  of  J  as.  Rimmer  on  acc't. 
Cash 
5 


Bought  for  cash, 

400  bush.  Wheat  $1  40 


Sold  James  Johnson  for  his  note, 

100  bush.  Wheat  $1  20 

6 


Bought  of  H.  Corby  on  acc't, 
500  bbls.  Flour  $6  00 


Sold  James  Miller  on  acc't, 
>/      200  bbls.  Flour  $6  50 


Amount  forward 
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Toronto,  January  6,  1877. 


(3) 


Spring. 
Fall. 


I  Carried  over 

Sold  for  cash, 
^1     100  bush.  Wheat 


$1  25 


iSold  James  Rimmer  on  acc't, 
^j     200  bush.  Wheat  $1  40 


Fall. 
Spring, 


Spring. 
Fall. 


Extra. 


Extra. 


v^lReceived  of  James  Miller  his  note 
I     in  full  of  account 

I 9 


v'  Paid  cash  for  sundry  expenses 


{Sold  Eobert  Thompson  on  acc't, 
y/      250  bush.  Wlieat              $1  50 
10 


J 


Bought  of  W.  Lingham  on  acc't, 
450  bush.  AVheat  $1  00 


^jPaid  H.  Corby  cash  on  acc't 
11 


J 


Sold  Robert  Brown 

200  bush.  Wheat  $1  251 

100     "  "  1   30i 

Rec'd  in  payment  his  note,    $150 

Cash  for  the  balance,  230 

12 


'15455  60 

I     125  00 

I  I 

28000 

I 

I 
I 

1300  00 
25  50 


'Bought  of  W.   Liugham,  on  my 
!         note, 
J'     50  bbls.  Flour  $6  30 


Paid  cash  for  my  note  of  3rd  inst. 
i  3 


Sold  J.  Rimmer  on  acc't, 
^1     2U0  bbls.  Flour                 $7  00 
15 


J 


Paid   cash   in    full   for  my  note 
favor  H.  Corby 

Amount  forward 
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250 
130 


oo; 

00 


375 


00 


450,00 
1000  00 


380 


00 


315 
650 

1400 

200 


00 
00 

00 

00 


21956  0' 


(4) 


BOOK-KEEPING. 

Toronto,  January  15,  1877. 


Spring 
Super. 


Carried  over 
Received  of  R.  Thompson,  cash 
in  full  of  acc't 


Received  cash   in  full   for   John 
Smith's  note  of  the  4Lh  iust. 
16 


Gave  H.  Corby  my  note  on  acc't 


Bought  of  W.  Lingham  on  acc't, 
550  bush.  Wheat  $1   00 


Sold  James  Rimmer  on  acc't, 
150  bbls.  Flour  $8  00 


Received  cash  in  full  for  J.  John 

son's  note  of  the  5tli  inst. 
18 


■s/iPaid  cash  for  sundry  expenses 


*Inventory  of  goods  unsold  :     j 
600  bbls.  Extra  Flour,  at 

$6  00       -        -        -  $3G00, 
50  bbls.  Extra  Flour,  at 

$6  30       -        -         -       315 


200  bush.  Fall  Wheat,  at  I 

$1  25       -        -        -  250' 

50  bush.  Fall  Wheat,  at  i 

$1   40        -         -         -  70; 

800  bush.  Spring  Wheat,  j 

at  $1  00  -        -        -  800 


2195600 
975'00 


3915 


11120 


00 


175 


00 


lOOOiOO 


550 


00 


1200  00 


120 
140 


2G116 


00 


00 

oc 


00 


*  Althotigh  it  is  common  to  value  the  goods  on  liand  at  tbeir  cost  price, 
tukinpr  off,  if  necessary,  a  per  centage  for  bad  stock  or  depreciation  in  value, 
it  would  be  more  correct  to  reckon  thera  at  what  they  can  be  bought  for  at 
the  time  oj  valuation. 
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SPECIMEN  JOURNAL. 

Some  business  men  require  their  Journal  to  embody  brief 
explanations  of  their  transactions  ;  but  we  do  not  introduce 
this  plan  now,  because,  in  his  incipient  steps,  evervtliing  that 
takes  the  learner's  attention  olf  the  LEDGER  TITLES  has  a 
tendency  to  perplex  and  embarrass  him.  Familiarity  with  the 
following  form  will  prepare  the  pupil  for  using  any  other  with- 
out difficulty. 

Tlie  numbers  in  the  narrow  column  to  the  left  of  the  names 
of  the  accounts  are  the  pages  of  the  Ledger  to  which  the 
various  items  are  posted.  Each  Ledger  page  is  inserted  as  soon 
as  the  item  is  posted—  not  before. 


Toronto,  January  1,  1877. 


(1) 


1  iCash  Dr. 


Flour  " 
Wheat" 

To  Stock 
2  - 


Flour  Dr. 

To  Cash 


James  Rimmer  Dr. 
To  Wheat 


Wheat  Dr. 

To  Bills  Payable 
3  


Robert  Thompson  Dr. 
To  Wheat 


Flour  Dr. 

To  Bills  Payable 


Wheat  Dr. 

To  Cash 


Amounts  forward 
UG 


40001.50 

3000:00 

100000 


300 
150 
200 


6oo:oo 


650 
300 


10200  50 


50 


8000 
3001 
1501 
200  00 

eooioo 


00 


00 


650 


300 


10200  50 


00 


00 


(2) 
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Toronto,  January  4,  1 S77. 


Cash  Dr. 

To  James  Rimmer 
5  


Carried  over 
Bills  ReceivaVjJe  Dr. 
To  Wheat 


Wheat  Dr. 

To  Cash 


Bill  Receivable  Dr. 
To  Wheat 
6  — 


Flour  Dr. 

To  H.  Corby 


James  Miller  Dr. 
To  Flour 


Cash  Dr. 

To  Wheat 
8  - 


James  Rimmer  Dr. 
To  Wheat 


1  Bills  Receivable  Dr. 

2  To  James  Miller 


Expense  Dr. 

To  Cash 


Robert  Thompson  Dr. 
To  Wheat 

10 


Wheat  Dr. 

To  W.  Lingham 

Amounts  forward 
.   117 


I0200I50| 
I75I00; 


100  00 
560  00 

i2o;oo 

3000  00 


1300 


125 


280 


1300 


00 


00 


00 


00 


25 


J75 


10200.50 
I75I0O 


50 


00 


:     I  ! 
i   450  00 

'      ! 


100 
560 
120 
3000 
1300 
125 
280 

1300 

25 

375 

450 


00 


00 
00 
00 

00 


i  18011|00:,  18011 


0( 
00 

00 

50 

00 

00 
00 
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Toronto,  January  10,  1877. 


(3) 


2 
1 

1 
1 
3 

2 
1 

I   1 
I  1 

2 
2 

1 
1 

1 

2 
1 

2 
1 

3 

2 

2 
2 

1 

1 

3 
J 


Carried  over 
H.  Corby  Dr. 

To  Cash 
11 


Bills  Receivable  Dj 
Cash 

To  Wheat 
12  — 


Flour  Dr. 

To  Bills  Payable 


Bills  Payable  Dr. 

To  Cash 
ii>  — 


James  Eimmer  Dr. 

To  Flour 
15  — 


BUls  Payable  Dr. 
To  Cash 


Cash  Dr. 

To  R.  Thompson 
"  Bills  Receivable 
IG 


H.  Corby  Dr. 

To  Bills  Payable 
17 


Wheat  Dr. 

To  W.  Lineham 


James  Riminer  Dr. 
To  Flour 


Cash  Dr. 

To  Bills  Receivable 
18 


Expense  Dr. 

To  Cash 


1801100 
1000  00 


150  00 
230l00 


315po; 
650  00 

uoojoo 

20000 

I 
1150  00 


1000 


550 


1200 


00 


00 


00 


120  00 


140  00 


18011 
1000 

380 

315 

650 

1400 

200 

975 
175 

1000 
550 

1200 
120 


00 
00 

00 

00 

00 

00 

00 

00 
00 

00 

00 

00 

00 


140  00 


2GI1600:i  2G11600 
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INDEX  TO  THE  LEDGER. 


B. 

Bills  Receivable. 
Bills  PayaL>le. 
Balance. 


J. 


rage. 


Cash. 
Corby,  H. 

C. 

D. 

Expense. 

E. 

Flour. 

F. 

G. 

H. 

K. 


L. 
Lingham,  W, 
Loss  and  Gain. 


M. 


N. 


0. 


P. 


Q. 


Rimmer,  James. 


S.  T. 


Stock. 


U.  V.  W. 


Wheat. 


CAUTION.— Alv/ays  Index  an  account  before  entering  it  in  the  Ledger. 
Without  this  precaution  it  may  be  forgotten  and  a  second  account  ojiened 
with  the  same  individual ;  and  unimportant  as  this  may  appear,  it  often 
leads  to  very  troublesome  mistakes. 

iiy 
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SPECIMEN  LEDGEB. 


Dr. 


/  Amounts  withdrawn  \ 
\    aud  Losi,  il'  ai.y.    / 


STOCK. 


/Investments  and\ 
\     Gain,  il  aay.      / 


c» 


1877 


:i877 

Jan. 


By  Sundries 


1 


8000  5( 


(Rp.elTei) 


CASH. 


(Paid  out) 


Jan. 

1 

1     1 
To  Stock             1  i 

1     II 
4000'50'jan. 

2  By  Flour 

1 
1     300'0C 

<< 

4 

"  J.  I'^immer  !  2 

100,00, 

3  "  Wheat 

.  1    30000 

« 

6 

"   Wheat          !2! 

125100 

5  " 

12    560  00 

t< 

11 

U                 il 

3 

23000 

" 

9,  "  Expense 

1  2      25  50 

(< 

15 

*'  R.  Thomp- 

lOi "  H.  Corby 

\  3  lOOOiOO 

son 

3 

975,00 

12:  "  Bills  Pay. 

3    650!00 

t( 

( ( 

*'  Bills  Rec. 

3 

175  00; 

"    |15'  " 

3    20000 

<( 

17 

((         <( 

3 

12000 

"    18  "  Expense 

3    14000 

/Others'  Notes  \ 
\     recoivei     ; 


BILLS  RECEIVABLE. 


/others'  Notes  dtspo8ed\ 
V       of  or  Collected.       / 


Jan. 

4  To  Wheat 

2 

175  00 

1 
Jan.  15 

By  Cash 

3 

175.00 

<( 

5 

(1                (C 

2 

120j00 

u 

17 

it          n 

3 

12000 

t( 

8 

"  J.  Miller 

2 

130000 

t( 

11 

"  Wheat 

3 

15000 

i 

BILLS  PAYABLE. 


/My  Notei\ 
V    Issued.   / 


Jan. 

12 

To  Cash 

3 

650 

00 

Jan. 

21  By  Wheat 

1 

200 

00 

<( 

15 

((     (( 

3 

200 

00 

il 

3i  "  Flour 
12  "       " 

1 
3 

650 
315 

00 
00 

,    "     16|  "  H.  Corby 

i              1 

3 

1000 

00 

12U 
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(2) 
Dk. 


(tij  AccotintN 
Vaealcsthim./ 


JAMES  RIMMER         (fj^^')         Ck. 


1877 

1 

i 

1877 

i 

1 

Jan. 

2 

To  Wlieat 

1 

15000  Jan. 

4  By  Cash 

2 

10000 

(( 

8 

((        (( 

2 

28000 

ii 

13 

"  Flour 

3: 

1400  00 

I 

i( 

17 

((      (( 

3 

1 

1200,i00 

1 

1 

W.  LINGHAM.  ("!L^rr,') 


Jan 


10  By  Wlieat 
17  "        " 


2  45000 

3  1  55000 


/  My  Account  \ 
\ against  him./ 

ROBERT  THOMPSON. 

/His  Account\ 
V  oj^lust  ma.  / 

Jan. 

3 
9 

To  Wlieat 

1 

2 

GOO 
375 

GO 

1 

Jan. 

15 

By  Cash 

3 

1  975 

1 

00 

H.  CORBY. 


/His  AccountX 
\at;ainst  me.  / 


Jan.  lOlTo  Cash 
"   116  '♦  Bills  Pay. 


3  '100000'  Jan. 
3  1000  OOi  I 


By  Flour 


300000 


(Uj  AceoiiDt\ 
at;aluii  him.  / 


JAMES  MILLER.  Ci^'ah.Tm,') 


Jan.'  C 


To  Flour 


130000  Jan. 


8  By  Bills  Rec.    i  2 


130000 


(c<-t) 

FLOUR. 

(proceeds.) 

Jan. 

1  To  Stock 

1 

1     |l 
300000' Jan. 

e 

By  J.  Miller     i  2 

1 

130000 

(( 

2  "  Cash 

1 

300  OOi 

(( 

13 

'■  J.  Rimnier  i  3  ! 

1400  00 

(( 

3  "  Bills  Pay. 

1  1 

050  00' 

(( 

17 

13 

120U00 

u 

6 

"  H.  Corby 

2l 

3000001 

" 

12 

"  Bills  Pay. 

3 

316  00 

1! 
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(3) 


Dk. 

(Cort.) 

WJ 

aEAT. 

(Pro«eea«.) 

Ce. 

1877 

1 

1877     1 

i 

1 

Jan. 

1 

To  Stock 

1  1  iOOO,00| 

Jan.    2  By  J.  Rimmer 

1 

15000 

2 

"  Bills  Pay. 

1 !;  20000, 

"      3!  "  R.   Thomp- 

1 

3 

"  Cash 

Iji  30000 

son 

1 

60000 

5 

((       (< 

2<\  56000 

4  •'  Bills  Rec. 

2 

17500 

10 

"  W.Lingham 

2,   450  00 

5  " 

2}.  12000 

17 

U                   (( 

3 

55000 

6 

"  Cash 

2  ;  12500 

" 

8 

"  J.  Rimmer'2  1  28000 

" 

9 

"  R.   Thomp- 
son 

1          ] 
2     37500 

(( 

11 

"  Sundries 

31   38000 

/Outlay  for\ 
\  Rxpeuis.  / 


EXPENSE. 


Jan. 


181  To  Cash 


3  I     25  50| 
3  I   140l00i 


TEST  OF  THE  LEDGER. 

The  first  thing  to  be  done,  after  the  transactions  of  a  set 
have  been  posted,  is  to  test  the  correctness  of  your  work,  by 
comparing  the  amounts  of  the  two  sides  of  the  Ledger,  and 
seeing  that  the  sum  of  the  Dr.  side  of  all  the  accounts 
equals  the  sum  of  the  Cr.  side. 

This  is  accomplished  by  making  out  a 


L.F. 


TRIAL  BALANCE. 


Dr. 


Ck. 


Stock 
Cash 

Bills  Receivable 
Bills  Payable  - 
James  Rimmer 
W.  Lingham    - 
Robert  Thompr.on 
H.  Corby 
James  Miller  - 
Flour 
Wheat     . 
Expense  - 


5725  50 
1745:00 

85o;oo 

3030  00 

I 

975  00 

2000,00 
1300  00 
7265  00 
3060  00 
165  50 


8000  50 
3175  50 

295  00 
2165  00 

100  00 
1000  00 

975  00 
3000  00 
1.300  00 
3900  00 
2205  00 


2G116  00li  2611600 


An  explanation  of  the  process  of  taking  off  a  Trial  Balance  13  given  on 
the  next  page . 
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TKIAL  BALANCE, 

A  Trial  Balance  is  taken  to  ascertain  if  the  Debits  and 
Credits  on  the  Ledger  are  equal,  or  balance. 

As  soon  as  you  finish  postinu  all  the  transactions  to  the  Led- 
ger, according  to  the  principle  of  equal  debits  and  credits,  you 
take  off  a  Trial  Balance.  This  is  done  by  first  footing  the 
items  of  the  different  accounts,  placing  the  amounts  in  light 
pencil  marks,  which  should  be  erased  after  the  completion  of 
the  work.  The  totals  of  the  accounts  are  carried  to  the  Trial 
Balance,  as  per  model  form,  leaving  out  such  accounts  as  close 
themselves.  By  .adding  to  the  footings  of  the  Trial  Balance 
given,  the  footings  of  accounts  that  chjse  themselves,  you  will 
find  that  they  exactly  correspond  with  those  of  the  Journal, 
which  would  not  be  the  case  if  any  of  the  Journal  entries  were 
not  posted  ;  and  as  the  footings  of  the  Journal  columns  also 
tally  with  those  of  the  Day  Book,  it  is  almost  couchisive  Lhat 
all  the  original  entries  have  found  their  way  into  the  Ledger. 
There  will  remain  two  chances  of  error  in  the  accounts,  viz.: 
from  improper  Journal  entries,  or  from  posting  to  the  wrong 
accounts  in  the  Ledger. 

It  will  be  observed  from  the  foregoing  remarks,  that  the 
Trial  Balance  is  net  always  a  strict  proof  of  the  correctness  ol 
the  work,  though  it  is  so  nearly  a  test,  that  under  ordinary 
circumstances,  it  may  be  considered  satisfactory. 

It  is  supposed  that  you  have  gone  through  th.e  process  of 
iournalizing  and  posting  the  preceding  set,  and  that  your  Led- 
ger acconnts  present  an  equilibrium  of  debits  and  credits.  A 
Trial  Balance  may  be  taken  with  the  difference  columns  only, 
or  with  the  amount  columns  only.  The  laiter  is  very  fre- 
quently used  in  business,  a  form  ot  which  is  given  on  page  122. 
In  a  real  business,  a  Trial  Balance  may  be  taken  monthly,  and 
should  be  taUen  as  often  as  once  in  three  months,  even  though 
the  books  are  closed  but  once  ayear.  The  following  is  another 
form  of  Trial  Balance,  from  the  same  Ledger. 
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TRIAL  BALANCE. 


Dr.  Bal 

Dr. 

Pootings. 

1 

Stock 

1      <^^' 
Footings. 

Or.  BaL 

1 

1 

1 

8000!50 

8000 

5»J 

2550  oo; 

5725 

50 

1 

Cash  -         -         -         - 

3175  50 

1450  001 

1745 

00 

1 

Bills  Eeceivablt- 

295  00 

850 

oo; 

1 

Biils  Payable      - 

2165  00 

1315  00 

2930 

oo! 

3030 

00 

2 

James  Rimmer  - 

100|00 

! 

2 

W.  Lingham 

lOOOjOO 

1000 

00 

2000 

00 

2 

H.  Corby  - 

300000 

1000 

00 

3365 

00 

7265 

00- 

2 

Flour 

•    3900 

00 

855 

00 

3060 

00 

3 

Wheat 

2205 

00 

165 

50 

165 

50 

3 

Expense     -        .         . 

11315 

50 

23841 

00 

23841 

00 

11315  50 

Note.-  -The  Ledger  from  which  the  foregoing  Trial  Balance  was  taken 
does  not  contain  all  the  results  of  the  business.  Hence,  in  getting  at  the 
data  from  which  to  ascertain  the  net  worth,  or  the  net  gain  or  loss,  it  will  be 
necessary  to  go  beyond  the  Ledger,  and  estimate  the  value  of  unsold  mer- 
chandise or  other  similar  property. 

In  each  of  the  statements  which  follow,  an  inventory  of  unsold  property 
ia  supposed  to  have  been  taken,  the  results  being  given. 


CLASSIFIED  STATEMENTS. 


The  preceding  "  Statement,  or  Trial  Balance,"  is  supposed 
to  show  the  footings  and  balances  of  the  Ledger  accounts  grow- 
ing out  of  the  transactions  indicated  in  Set  I. ;  and,  as  far  as 
the  open  Ledger  is  concerned,  affords  as  completely  as  pos.dble 
the  f'xact  condition  of  the  business  at  the  time  the  Statement 
purports  to  have  been  rendered.  The  form  of  this  Statement, 
however,  is  not  sufficiently  compact,  nor  the  specific  results  of 
the  business  so  distinctly  given  as  to  present  at  a  glance  the 
general  result  which  constitutes  the  objective  point  of  all  busi- 
ness record.  To  accomplish  this,  it  becomes  necessary  to  re- 
arrange or  classify  the  separate  results  as  shown  on  the  Ledger. 

With  regard  to  those  accounts  which  show  only  the  cost  and 
proceeds  from  sales  of  property  having  a  variable  value,  it  is  plain 
that  the  real  value  of  such  property  remaining  on  hand  cannot 
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be  ascertpined  from  the  accounts,  but  must  be  found  by  actual 
enumei-ation  and  valuation ;  a  process  known  in  business  as 
"taking  account  of  stock,"  or  "taking  an  inventory."  The 
value  of  property  which  does  not  vary,  viz.,  Cash,  Notes,  and 
Personal  indebtedness,  is  readily  ascertained  from  the  accounts 
themselves. 

In  classifying  accounts  two  grand  results  are  had  in  view  ; 
first,  the  Net  Worth  or  Insnlvcnaj  of  the  business,  that  is,  its 
Financial  condition  ;  second,  the  Net  Gain  or  Loss  during  a 
specified  period.  These  are  shown  in  the  following  statements, 
the  material  for  which  has  already  been  taken  from  the  Ledger, 
and  put  in  the  form  of  a  Trial  Balance  (page  124),  except  the 
value  of  unsold  property,  which  is  taken  from  the  Inventory 
at  the  end  of  the  Day  Book. 


1.  STATEMENT  OF  RESOURCES  AND  LIABILITIES. 

Anahjxis  of  Accounts  that  show  Resources  and  Liabilities,  for  the 
purpose  of  asceriainihj  the  Net  Worth  or  Insolvency  of  the 
Business. 


1.  From  Inventoeies. 

FLOtTR,  unsold,  as  per  Inventory    - 
Whbat,      "  "  "  -        - 

2.  From  LEnoEP,  Accounts. 

Cash,  Dr.  Amount  received   -        -  $5725  50 
"      Cr.         "       paid  out  -        -     3175  50 


"      Difference,  Amount  on  hand 
Bills  Rec'blb  Dr.     Other  people's 

notes  received  §1745  00 
"  "       Cr.     Other  people's 

notes  disposed  of   295  00 


"  "      Difference,  others' notes  on  hand 

Bills  PATABLi.  Cr.  My  notes  issued  §21 G5  00 

"  "       Dr.       "    redeemed      850  00 


Resources. 


Difierence,  my  outstanding  notesi 
125 


3915  00 
1120  00 


Liabilities. 


2550 


1450 


00 


00 


1315>0C 
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Jas.  Riinmer,  Dr.    My  Acct.  against 

him      -        -   63030  00 
"  "     Or.    His  Acct.  against 

me       -        -       100  00 


I  Resources. 


*'  "     Difference,  he  owes  me 

W.   Lingham,   Cr.   His   Acct.    against  me — I 
owe  him  ------- 

H.  Corby,  Cr.  His  Acct.  against  mo   $3000  00 
"         Dr.  My  "  him     2000  CO 


**        Differenoe,  I  owe  him     - 
Present  Net  Worth  -        -        -        . 


2930 


Liabilities. 


00 


11965  00 


1000  00 


lOOOlOO 


8050 


11965 


00 


00 


2.  STATEMENT  OF  LOSSES  AND  GAINS. 
For  the  purpose  of  ascertaining  the  Net  Gain  or  Loss, 


Flour,  unsold,  per  Inventory 

^3915  00 
3900  00 

Losses. 

'      Gains, 

*'       Cr.  or  proceeds  from  sales  - 

1G5 
649 

50 
50 

550 
205 

"       Trjtal  proceeds    -         -        - 
"       Dr.  or  cost - 

7815  00 

7205  oo; 

1 

"      DiSference  or  gain 
Wheat,  unsold,  per  Inventory 
' '         Cr.  or  proceeds  from  sales- 

1120  00 
2205  00 

00 

*'         Total  proceeds  - 

"        Dr.  or  cost        -        .         . 

3325  ool 
3000  00 

"         Difference  or  gain 
Expense,  Dr.  or  f)utlay,  a  loss 
Dijference  bctu-een  Gains  and  Losses,  o 

.         J 
•  Net  Gain 

$8000  60 
649  50, 

00 

Propi  ietor's  Net  Investment  - 
Net  Gain     - 

815 

00 

815 

00 

■ 

"          Present  Net  Worth      - 

$8050  00, 

i 

12^ 
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The  following  arrangement  also  is  recommended  to  the 
pupil  for  practice,  as  it  approaches  very  nearly  to  the  form 
observed  in  closing  the  Ledger  accounts,  and  will,  therefore, 
serve  to  prepare  him  for  that  work. 

3.  ASSETS  AND  LIABILmES. 


Flour  on  hand 

Wheat 

Ca«h 

Bills  Rcc.    " 

James  Kimnier  owes  me . 


3915  00  'Bills  Payable  (outstanding) 
1120  00   I  owe  W.  L  ncliam 
2550  00 
1450  OOi 
2930  00 
i     i 


11965  00 


U.  Corby 


Net  Wortli     . 


lElojOO 
1000  00 
ICOUOO 

3315  00 
8051  00 


4.  LOSS  AND  GAIN. 


6.  STOCK. 


S^et  WoTlh 


8650 


8650 


Investment. 
Net  Gain 


8000 
649 


b650 


The  pupil  will  test  his  familiarity  with  the  foregoing  in- 
structions by  rendering  analyses  or  statements  of  Losses  and 
Gains,  and  of  Jlesonrces  and  Liabilities,  irom  the  tollowing 
exercises.  He  will  do  well  to  arrange  them  according  to  lorms 
1  and  2,  and  also  according  to  forms  3,  4  and  5.  The  latter 
method  will  specially  prepare  him  for  closing  the  Ledger. 

If  properly  worked  out  the  result  will  be  as  given  imme- 
diately after  each  Trial  Balance, 
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6.  TRIAL  BALANCE. 


Dr.  BaL 

Dr.  Foot 

00 

-3 

Cr.  Foofgs. 

Cr.  BaU 

350 

I'stock 

7500 

00 

7350 

00 

1044 

27 

417UJ17: 

2  Mdse  (unsold  S2000) - 

3125 

90l 

1532 

17 

5750  29, 

3  Cash  -        -        -        - 

4218 

12 

600 

00 

500  00 

4 1  Robert  Baker    - 

i     i 

Real    Estate    (unsold! 

6G85 

')0 

7000  00 ' 

0 

S6900)*  - 

315 

00 

1000 

00 

1500  00 

6 

Bills  Receivable 

500 

00 

400  00 

7 

Bills  Pav.ible     - 

1200.00 

800 

00 

79|25l 

154  25 

8 'Geo.  Tatchie  &  Co.    -■ 

75 '00 

1061 'OO 

1200  OOj 

9,Warner  Bros,     - 

139  00 

375  00, 

37500 

10  Expense     -         -        - 

1400  00| 

11  N.  Jones    -         -         - 

21O0  00 

1      700 

')0 

12  Hunt  &  Co. 

170  00 

170 

00 

45 

00 

120 

00 

13  Interest  andDiscountf 

75!  :o 

14  W.  P.  Graham  - 

3601  69 

360165 

300  00 

300 

CO 

15  Loss  and  Gain    - 

12631  G9 

23019 

71 

1 
Equilibrium • 

23019 

71 

1262169 

Net  Capital  at  commencing,  $7350. 

Net  Gain,  $450.73. 

Net  Capital  at  closing,  $7800.73. 


*  IteM  Kstate,  Railroad  Stock,  and  all  speculative  property  accooots  are  treated  like 
Xercbandise  account. 

t  Interest  and  Discount  contains  on  the  Dr.  side  the  cost  of  the  rise  of  money 
g-ianteH  to  no,  and  on  the  Cr.  =iie  what  the  tise  of  money  granted  to  otboi's  produces  lu 
The  dlSeiencc.  therefore,  shows  a  losg  or  gain,  as  tlie  case  mar  he 
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7.  TRIAL  BALANCK 


1  S.  G.  Beatty  (PaHner)*      - 

2,S   Clare  (Partner)*     ...         - 

3|Cash 

4'Merchandise  (Value  unsold,  $5159.50) 
6Rrt'lroad  Stock  (Value  iinsold,  $12000) 
6, Bills  Eeceivable  ...         - 

7  Bills  Payable      -         -         -        -         ; 
8' Real  Estate  (Value  unsold,  $8000) 
O'Robertson  &  Henry   -         -         -         - 

10  G.  C.  Holton  &  Co     -         -  "      - 

11  Expense     -        -        -        -         -         - 

12|  interest      ------ 

13  W.  V;.  Jones 

14'john  Conk  -      .  - 

15  Conger  Bros.      -        .        -        -        . 


Dr. 


3000  00, 

9732!  10 
7350100 
12000|00' 
700000 
3I8OIOO 

750o;oo 

1150100 

i  I 

125!00| 

28;00 

1795i00 

1290:00 


Cr. 


1686313 

12000  00 

4719  22 

3719i50 

5000  00 

6180:00 

150'00 

920  loo 

1500|00 

13  25 

795  00 

8-10  00 

145000 


5415010;  5415010 


S.  G.  Beatty's  Net  Capital  at  commencing,  $13863.13. 
S.  Clare's  Net  Capital  at  commencing,  $12000. 
Total  Net  Gain,  $2039.25 ;  each  Partner's  share  of  Gain, 
^1019.62|. 

S.  G.  Beatty's  Net  Worth  at  closing,  $14882.75. 
S.  Clare's  Net  Worth  at  closinGc,  $13019.63. 


CLOSING  THE  LEDGER. 

It  was  thonght  best  for  the  present  to  leave  the  Ledger  of 
this  set  in  its  open  condition,  and  show  the  results  of  the 
business  in  separate  statements.  AVhen  the  object  is  simply  to 
know  the  condition  and  progress  of  the  business,  this  method 
is  sufficient,  but  when  it  becomes  necessary  to  mark  these  in 


*  The  Partners'  accounts  are  treated  precisely  the  same  as  Stock  account.  An 
account  is  opened  for  each  partner  in  his  o-.vn  name,  Jind  esicli  one's  shan  ot  the  net 
t;ain  «r  net  loss  carried  to  it.    In  this  instance  divide  the  gain  equally. 
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some  enduring  manner  upon  the  Ledger,  the  accounts  must  be 
closed. 

To  close  an  account  is  to  bring  its  nirrent  condition  to 
an  end.  If  both  sides  are  already  equal,  write  the  amount  on 
both  sides,  on  the  same  level,  and  rule  off,  as  in  the  closed 
Ledger  following.  If  tliere  is  only  one  item  on  each  side,  and 
both  are  equal,  simply  rule  off.  If  both  sides  are  not  equal, 
make  them  so  by  entering  the  difference  between  them  on  the 
smaller  side,  and  then  write  the  amount  on  both  sides,  and 
rule  off  as  before. 

fipeculutive  property  accounts,  as  Flour,  Merchandise  gene- 
rally, Bank  Stock,  Railroad  Stock,  and  Real  Estate,  cannot  be 
closed,  if  any  proj^erty  remains  unsold,  until  the  value  of  what 
remains  on  hand  is  entered  on  the  Cr.  side.  The  object  of 
these  accounts  is  to  show  the  gain  or  loss  arising  from  the 
buying  and  selling  of  these  different  kinds  of  property,  and  it 
is  evident  this  cannot  be  ascertained,  if  the  property  is  not  all 
sold,  without  taking  into  consideration  the  value  of  what  re- 
mains unsold.  After  this  is  entered  on  the  Cr.  side,  then  the 
difference  between  the  two  sides  wdl  show  the  gain  or  loss,  as 
the  case  may  be  ;  and  the  account  will  be  closed  by  writing 
this  difference  on  the  smaller  side. 

By  " closing  one  account  into  another,"  as  Loss  and  Gain 
into  Stock,  is  meant  that  the  difference  entered  on  tlie  smaller 
side  of  the  former  to  close  it,  must  at  the  same  time  be  trans- 
ferred to  the  opposite  side  of  the  latter.  And  as,  in  making  en- 
tries of  transactions,  the  name  of  the  contra  account  is  written, 
so  in  these  closing  entries,  in  each  account  being  closed,  the 
name  of  the  account  being  closed  into  is  written  ;  and,  accord- 
ingly, in  making  the  transfer  entry,  the  name  of  the  account 
transferred  from  is  written.  Hence,  the  closing  entry  in  any 
account  refers  forwaid  to  the  account  to  which  it  has  been 
transferred,  and  the  entry  in  the  account  closed  into  refers  hack- 
ward  to  the  account  from  which  it  lias  been  taken. 

The  pupil  will  see  from  this  the  reason  why,  in  entering  the 
value  of  unsold  merchandise  on  the  Cr.  side  of  Merchandise 
account,  he  writes  "i>?/  Balance."  It  is  simply  because, 
these  goods  being  an  asset,  their  value  must  be  entered  also  iu 
Balance  account.  He  must  carefully  guard  against  supposing 
that  this  entry  in  the  Merchandise  account  is  the  difference 
between  the  two  sides ;  and  he  will  do  well  to  remember  that, 
although  the  word  '^balance"  ordinarily  signifies  the  difference 
between  the  two  sides,  in  these  closing  entries  it  must  be  con- 
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sidered  to  mean  simply  "  Balance  Account."  Hence,  any  entry, 
closing  or  otherwise,  which  is  to  be  ti-ansferred  to  Balance  accouab 
will  be  written  '•  To  "  or  "  ]Dy  Balance,"  and  any  entry,  closing 
or  otheruue,  which  is  to  lie  transferred  to  Loss  and  Gain  ac- 
count will  be  written  "  To  "  or  "By  Loss  and  Gain." 

The  pupil  should  not  forget  that  in  non>ne  thing  does  the  proficiency 
of  a  practical  accountant  more  plainly  manifest  itself  than  in  the  matter 
of  neatness  in  arrangement  and  execution.  He  should  observe  particu- 
larly the  form  adopted  in  ruling,  wliich  is  usually  done  with  red  ink. 
It  is  also  advisable  to  write  the  adjusting  and  closing  entries  in  red  ink, 
to  distinguish  them  more  readily  from  entries  of  tiansactious,  the  trans- 
fers bemg  made  in  black  ink. 


ORDER  OF  CLOSING  THE  LEDGER. 

The  pnpil  will  be  ranch  assisted  in  understanding  the  pro- 
cess of  closing  the  Ledger  accounts,  if  he  will  remember  that 
the  object  is  to  place  in  a  ])ermaneut  form  in  the  Ledger  the 
same  results  as  have  been  shown  in  tlie  preceding  statements ; 
and,  more  especially,  if  he  bears  in  mind  the  forms,  Nos.  3,  4, 
and  5,  as  these  very  neaily  accord  wiih  the  arrangement  in  the 
Ledger.  The  only  difference  in  the  headings  is,  tliat  the 
one  there  called  "  Assets  and  Liabilities,"  will  be  here  called 
"  Balance  "  account.  Stock  account  is  already  in  the  Ledijer, 
and  in  the  course  of  business  it  is  not  improbable  that  Loss 
and  Gain  account  would  be  required  for  some  entry  which 
cannot  properly  be  made  any  where  else. 

The  posting  having  been  found  correct  by  taking  a  Trial 
Balance,  and  by  careful  checking,  the  following  order  may  be 
observed  :-^ 

L  Open  an  account  in  the  name  of  Loss  and  Gain  (if  there 
is  not  one  already),  into  which  to  collect  ail  i\\e  losses  and  gains, 
and  one  in  the  name  of  Balance,  into  which  to  collect  all  tlie 
assets  and  liabilities. 

IL  Enter  on  the  Cr.  side  of  Flour,  Wheat,  or  any  speculative 
property  account,  the  value  of  such  property  unsold  (as  found 
by  taking  stock),  writing  in  red  ink,  "  By  Balance,  Inventory," 
and  transfer  the  amount  in  hlack  ink  to  the  opposite,  or  Dr., 
side  of  Balance  account,  writing  "To  Flour,"  "  To  Wheat,"  or 
whatever  the  name  of  the  account  is  from  which  the  transfer 
is  made. 

III.  Close  Private  account  into  Stock. 

IV.  The  remaining  accounts  will  show  either  an  asset  or  a 
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liability,  a  loss  or  a  gain.  Close  every  account  whose  difference 
represents  an  asset  or  a  liahility  into  Balance  account,  and 
every  account  whose  difference  represents  a  loss  or  a  gain  into 
Loss  and  Gain  account. 

V.  Three  accounts  now  remain  open — Stock,  Loss  and  Gain, 
and  Balance.  Take  a  Trkl  Balance  of  these  to  test  the 
accuracy  of  the  transfer  entries. 

VI.  Close  Loss  and  Gain  into  Stock ;  and  Stock  into 
Balance. 

VIL  Balance  account  will  now  have  both  pides  equal,- and 
will  be  closed  by  simply  footing,  and  ruling  off. 


PARTICULAR  DIRECTIONS  FOR  CLOSING  THE 
LEDGER  OF  SET  L 

We  will  now  take  the  pupil  through  the  process  of  closing 
the  Ledger  of  Set  I.,  according  to  the  instructions  just  given. 

I.  We  first  open  Loss  and  Gain  account  and  Balance 
account. 

II.  We  then  ascertain  from  the  Inventory  (which,  for  con- 
venience, we  have  here  put  at  the  end  of  the  Day  Book),  the 
value  of  the  goods  unsold.  The  unsold  Flour,  in  this  case,  is 
worth  $3915,  and  the  unsold  Wheat  $1120,  which  amounts  we 
enter  on  the  Ci".  side  of  these  accounts  in  red  ink,  "  ^j  Balance, 
Inventory,"  and  transfer  the  same  immediately  to  the  contrary, 
or  Dr.  side,  of  Balance  account,  making  the  entries  in  black 
ink,  "  To  Flour,  S3915,"  and  "  To  Wheat,  81120."     • 

The  accounts  are  now  in  a  condition  to  be  closed  either  into 
Stock,  Loss  or  Gain,  or  Balance,  as  the  case  may  be. 

III.  We  have  not  in  this  set  a  Private  account  distinct  from 
the  Stock  account. 

IV.  We  then  come  to  Cash.  The  difference  represents  a 
resource  or  an  asset  of  cash  in  hand.  $2550,  We  enter  this  in 
red  ink,  on  the  Cr.  sid«,  writing  "  By  Balance,"  foot  up  the 
sides,  and  draw  double  red  lines  underneath.  This  red  ink 
entry  is  at  once  transferred  to  the  Dr.  side  of  Balance  account 
in  black  ink. 

Bills  Receivable  shows  an  asset,  and  is  closed,  like  Cash,  into 
Balance  account. 
Bills  Payable  is  also  closed  into  Balance,  the  difference  show- 
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ing  a  liability.  The  closing  entry  in  this  case  falls  on  the  Dr. 
side  of  Bills  Payable,  and  the  transfer  entry,  consequently,  on 
the  Cr.  side  of  Balance. 

We  now  come  to  the  Personal  accounts.  All  these  accounts, 
if  there  be  any  difierence  between  their  two  sides,  will  show 
either  an  asset  or  a  liability,  as  the  case  may  be,  and  will 
therefore  be  closed  into  Balance,  in  the  same  manner  as  those 
already  closed.  Robert  Tliompson's  account  already  balances, 
and  we  close  it  by  simply  footing  and  ruling  it. 

Flour  account  shows  a  gain,  the  Cr.,  or  proceeds  from  sales, 
togi'tlier  with  the  value  of  the  flour  still  on  hand,  being  greater 
than  tlie  Dr.  or  cost.  The  difference  is  entered  in  red  ink  on 
the  Dr.  side,  writing  "To  Loss  and  Gain,  $550;"  and  trans 
ferred  to  the  contrary  or  Cr.  side,  of  Loss  and  Gain,  writing  in 
black  ink,  "  By  Flour,  $550."  Wheat  account  is  closed  in  the 
same  wa}'.  ~ 

Expense  account,  being  outlay  fur  which  no  direct  return  is 
received,  and,  therefore,  so  far  diminishing  the  gross  gain  on 
Flour  and  Wheat,  is  counted  a  loss.  It  is  closed  by  writing, 
on  the  Cr.  side,  "By  Loss  and  Gain,  $165.50,"  the  transfer 
being  to  the  Dr.  side  of  Loss  and  Gain. 

V.  We  have  now  the  results  of  all  the  accounts  exhibited 
under  the  heads  of  Loss  and  Gain  and  Balance,  and  if  the 
transfers  have  been  correctly  made,  these  two  accounts,  to- 
gether with  the  unclosed  Stock  account,  must  be  in  equilibrium. 
To  test  this,  we  next  take  a  Trial  Balance  of  these  three  ac- 
counts, which  we  call  the 


Second  Trial  Balance. 


Dr. 

Cr. 

1G5 
11965 

50 
00 

Stock 

Los3  and  Gain    -    .    - 
Balance    .    .    .    . 

8000 

815 

3315 

50 
00 
00 

12130 

50 

1213050 

After  proving  by  this  test  that  the  differences  have  been 
properly  transj erred,  we  prpceed  to  accomplish  the  grand  object 
of  closing  the  Ledger  accounts,  by  carrying  the  difference  be- 
tween the  two  sides  of  Loss  and  Gain  account,  or,  in  this  case, 
net  gain  of  $G49.50.  to  the  Cr.  side  of  Stock  account. 
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The  Stock  account  now  contains  on  the  Cr.  side,  the  capital 
invested  and  the  net  gain  since.  The  absence  of  any  entry  on 
the  Dr.  side  shows  that  there  were  no  liabilities  at  the  be- 
ginning, and  that  no  capital  lias  been  withdrawn.  The  differ- 
ence between  the  two  sides  is,  therefore,  just  what  the  Cr.  side 
amounts  to,  and  represents  the  jnesent  net  worth.  The  Balance 
account  contains,  on  the  Dr.  side,  the  preseyit  assets,  and  on  the 
Cr.  side  the  present  liabilities,  the  difference  being  the  piesent 
net  worth,  tlence,  Avhatever  amount  closes  Stock  will  also 
close  Balance.  Close  Stock  into  Balance,  both  sides  of  which 
will  now  be  equal.     Add  up  and  rule  off. 

The  pupil  must  not  suppose  that,  when  a  merchant  wishes  to  ascertain  his  financial 
position,  he  makes  a  formal  closing  of  his  Ledger,  and  for  the  continuance  of  his 
bvisiuess  opens;  another  Ledger,  commencing  with  the  assets  and  liabilities,  as  shown  in 
the  Balance  account  of  his  former  Ledger.  Instead  of  that,  all  the  entries  which  we 
have  transferred  to  Balance  account  would  be  bmught  down,  each  in  its  own  account, 
on  the  opposite  side  from  that  on  which  it  falls,  thus  beginning  the  account  anew.  So 
that,  if  the  Balance  account  be  kept  in  the  Ledger,  its  entries  would  not  be  direct 
transfe]-s  of  the  closing  entries,  but  simply  an  inventory  of  the  entries  brought  down 
to  commence  the  accounts  afresh.  As  a  complete  double  entry  is  effected  by  the  bring- 
ing down  of  the  various  differences  showing  assets  and  liabilities,  the  Halance  account 
may  be  considered  as  not  a  necessary  part  of  the  Ledger,  and  may  be  k«pt  at  the  end 
of  the  Ledger,  or  in  a  separate  bo  ik.  We  have  used  it  for  its  convenience  in  collecting 
the  assets  and  liabilities  at  once  from  those  accounts  which  show  them. 

The  differences  of  the  Loss  ar.d  Gain  accounts  are,  through  the  medium  of  the  Loss 
and  Gam  Aii  onn' ,  finally  disposed  of  in  the  .■:>  n.  k  A..:C(>unt,  their  effect  appear- 
ing in  the  altered  Net  Vai>Ual,  as  brought  down  in  Stock  account  to  begin  it  anew. 
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SPECIMEN  LEDGER,  CLOSED. 

See  Explanation,  beginning  Page  129. 

STOCK 


Ce. 


18771     I 
JanJ20To£aia?ic€ 


865000 
8650'00 


1877j     I 

Jan.  j  1  By  Sundries* 
20'  "  Loss  «&  Gain 


CASH. 


1877 
Jan. 


1  To  Stock 


lu 


J.  Rimmer 


6   "  Wlieat 
111  " 

15|  "  R.    Thomp- 
son 
BiUs  Rec. 


400050 
10000 
12500 
23000 

97500 
175  00 
12000 


572550 


1877 
Jan. 


2  By  Flour 

3  "  Wheat 
5  "         " 

9  "  Expense 
10  "  H.  Corby 
121  "  Bills  Pay. 
15'  " 

18|  "  Expense 
201  "  Balance 


1 

1 

300 

1 

300 

2 

560 

2 

25 

3 

1000| 

3 

650 

3 

2001 

3 

140 

2550 

5725 

BILLS  RECEIVABLE. 


1877 

1877 

— 

. 

Jan. 

4  To  Wheat 

2 

17500 

Jan. 

15 

By  Cash 

3 

175 

00 

t( 

5 

((               n 

2 

12000 

(C 

17 

((     (( 

3 

120 

00 

(i 

8 

"  J.  Miller 

2 

1300 

00 

(( 

20 

"  Balance 

1450 

00 

<( 

11 

"  Wheat 

3 

15U 

00 

1745 

1745 

00 

00 

*  Sundries,  meaning  sereral  things,  stands  for  the  three  accounts.  Cash,  Flour  and 
Wheat. 
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BILLS  PAYABLE. 


Ck. 


1877 

1877 

1 

Jan. 

f2 

To  Cash 

3 

650 

00 

Jan. 

2 

By  Wheat 

1 

20000 

(c 

15 

((     i  i 

3 

200 

00 

u 

3 

"  Flour 

1 

650  00 

(( 

20 

"  Balance 

1315 
2165 

00 
00 

12 
16 

"  H.  Corby 

3 
3 

315  00 
100000 

216500 

JAMES  RIMMER. 


1877 

1 

1877 

1 

Jan. 

2 

To  Wheat 

1 

15000 

Jan. 

4 

By  Cash 

2 

loo'oo 

(< 

8 

a            a 

2 

28000 

(( 

20 

"  Bala'iux 

2930,00 

<( 

13 

"  Flour 

3 

uoo'oo 

1 

<( 

17 

<<      It 

3 

1200 
3030 

00 
00 

_ 

3030^00 

W.  LINGHAM. 


1877 
Jan. 20 


To  Balance 


1000 

00 

1877 
Jan. 

10 
17 

1000 

00 

By  Wheat 


450 
550 


1000 


00 
00 

00 


ROBERT  THOMPSON. 


1877 
Jan. 

3 
9 

To  Wheat 

1 
2 

60000 
375  00 

975  00 

1877 
Jan. 

15 

By  Cash 

3 

975 
975 

0() 
00 
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H.  CORBY, 


Ob. 


J877,     i 

Jan.  10  To  Cash 

"     1G;  "  BilhPay. 

"    20  "  Balance 


I  1  111877 
1000  oo;' Jan 
100000 
100000 

sooo.ocl 


6  By  Flour 


JAMES  MILLER. 


18771 

Jan.    G  To  Flotir 


11  11877; 

2  130000  Jan.    8 


By  Bills  Rec. 


FLOUR. 


1877 

Jan. 

1' 

" 

2 

<( 

3 

(( 

G 

i< 

12 

« 

20 

1 

To  Stock 
"  Ca.sli 
"   Bills  Pay. 
"  H.  Corby 
"  Bills  Pay. 
"  Lossii-  Gain 


1     1  i 

1S77 

300000  Jan. 

6 

300  00 

c 

13 

1    GoOOO 

(( 

17 

3000  00 

(( 

20 

315  00 

55000 

Vsisooj 

6  By  J.  Miller 

J.  Ri  miner 
<( 

Bal.  iHv'fy 


WHEAT. 


1877 

1 

li         1     1 

1877! 

— 

1 

Jan. 

1 

To  Stock 

1    lOOO'OOi 

Jan. 

2 

By  J.  Rimmer 

1 

15000 

2 

"  Bills  Pay. 

1     2000(* 
1  1   30000 
2\   500 00 

a 

3 

"  R.    Thomp- 

1 

000 

00 

3 

"  Cash 

son 

5 

((     <i 

<( 

4 

"  Bills  Rec. 

2 

175 

00 

"    10 

"  W.Lingham 

2  1   45000 

<( 

0 

(I          (1 

2 

120,00 

"    17 

It           it 

3  i  55000 

(( 

6  "  Cash 

2 

125100 

" 

20 

"  Loss  db  Gain 

26500 

(( 

S'  "  J.  Rimmer 

2 

280;00 

(( 

9  "  R.   Thomp-  2 

375  00 

son 

<( 

11!  "  Sundries 

3 

.380  00 

(( 

20|  "   Bal.  Inv't'y 

i 

1120  00 

332500: 

1     1 

3325 

00 
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187/ 
Jan. 


18 


To  Cash 

H         It 
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EXPENSE. 


Ce. 


3  I     25  50 
14000! 

1C5  50 

i     i 


1877 
Jan. 


20  By  Loss  cb  Gah 


16550 
165,50 


(Losses.) 


LOSS  AND  GAIN. 


(Gains.) 


1877 
Jan. 


20  To  Expense 
Stock 


20  T5y  Flour 
Wheat 


55000 
265  00 


815|00 


(Resources.) 


BALANCE. 


(Liabilities.) 


1877 

1     111877 

1 

Jan. 

20 

To  Cash 

225Q00',Jan. 

20  By 

Bills  Pay. 

1315 

00 

(( 

i( 

"  Flour 

3915  00 

" 

a    (( 

W.    Ling- 

1000 

00 

<( 

u 

"  Wheat 

112000 

ham 

<( 

" 

"  Bills.  Rec. 

145000 

(( 

(( 

(( 

H.  Corby 

looo'oo 

« 

« 

"  J.  Rimmer 

293000 

(( 

(( 

« 

Stock 

865000 

11965:00 

11965,00 

KOTB. — In  all  those  accounts  whose  difference  shows  an  asset  or  a  liahility,  an  excess 
of  the  Dr.  side  represents  an  asset,  and  an  excess  of  the  Cr.  side  a  liability.  As  the 
closing  entry  is  the  excess  of  the  larjjer  over  the  smaller  side,  and  as  this  entry  is  placed 
on  the  smaller  side,  and  transferred  to  the  oiipcsite  side  of  Balance,  it  is  evident  that 
the  transft^r  in  Balance  must  fall  on  the  sama  side  as  the  excess  of  the  accfmnt  from 
which  it  is  taken.  Hence,  if  the  excess  be  on  the  Dr.  side,  the  transfer  entry  will  be 
on  the  Dr.  side  of  Balance,  and  if  the  excess  is  on  the  Cr,  side,  the  transfer  will  fall  on 
the  Cr.  srdf.  of  Balance.  Therefore,  the  Dr.  side  of  Balance  contams  the  assets,  and 
the  Cr.  side  the  li!il)ilities. 

It  may  be  similarly  observed  of  the  loss  and  g'ain  accounts,  that  the  excess,  on  what- 
ever side  of  the  account  it  is,  will  fall  upon  the  same  side  of  Loss  and  Gain  account. 
And  as  an  excess  of  (Jr.  in  all  these  accounts  shows  a  gain,  and  an  excess  of  Dr.  a  loss, 
so  the  losses  fall  upuu  the  Dr.  side  of  Loss  and  Gaiu  accuunt,  and  the  gains  on  the  Or, 
Bide. 
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DETECTION  AND  CORRECTION  OF  ERRORS. 

The  Trial  Balance  is  the  best  short  test  of  correctness  in 
posting  yet  discovered,  and  this  is  defective,  inasmuch  as 
errors  may  exist  while  the  Trial  Balance  is  apparently  entirely 
correct : — such  as  posting  to  the  wrong  account,  although  on 
the  right  side  ;  omitting  to  post  a  debit  and  a  credit  of  equal 
amount,  &c.  But  if  the  Trial  Balance  is  not  in  equilibrium, 
there  is  certainly  an  error,  which  must  be  sought  and  corrected 

Detection. — First.  See  whether  the  pencil  footings  on  the 
Ledger,  preparatory  lo  taking  the  Trial  Balance,  are  C(jrrect,  and 
whether  the  balances  of  the  diflferent  accounts  have  been  trans- 
ferred into  the  Trial  Balance  rightly. 

Second.  If  there  is  still  an  undiscovered  error,  examine  each 
post  separately,  checking  the  entries  in  both  Journal  and  Led- 
ger as  you  proceed,  until  you  have  been  over  the  whole ;  and 
then  look  through  again,  to  see  if  any  amount  remains  un- 
checked, and,  if  so,  investigate  the  cause  of  the  omission. 

In  this  manner,  you  can  scarcely  fail  to  discover  the  mistake, 
provided  the  Journal  is  correct ;  but  great  care  should  be  taken 
to  see  that  the  Journal  is  in  equilibrium  before  posting,  as  any 
discrepancy  there  will  give  you  much  trouble  in  the  Ledger, 

Correction. — In  the  Day  Book  (or  any  other  book  of 
original  entry),  erasures  are  inadmissible,  since  this  book  is 
taken  as.  evidence  in  courts  of  justice,  and  anything  obliterated 
or  erased  looks  suspicious,  and  would  probably  render  invalid 
the  entry  with  which  it  is  connected,  and  in  some  cases  might 
even  throw  the  whole  book  out  of  court,  as  evidence  unfit  to 
receive.  Errors  in  it  should  therefore  be  corrected  by  making 
other  entries  explaining  them  ;  or  the  erroneous  entry,  if  it 
has  not  been  journalized,  may  be  marked  "  void,"  and  remain 
without  further  alteration,  a  new  and  correct  entry  being  made 
of  the  transaction. 

In  the  Journal,  erasures  are  sometimes  admissible,  although 
it  is  generally  advisable  to  treat  errors  as  directed  for  the  Day 
Book. 

In  the  Ledger,  if  any  entry  be  posted  to  the  wrong  ac- 
count, make  ciphers  ot  the  figures,  and  leave  the  remainder  so 
as  not  to  deface  the  Ledger  ;  then  post  the  entry  to  its  proj)er 
place.  If  a  wrong  amount  be  po.sted,  alter  it  to  the  right. 
And  if  a  duplicate  post  be  made,  make  ciphers  of  the  figures 
in  the  erroneous  oue      If  t\\'()   accounts  be   opened    with  the 
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same  person,  cloae  the  one  into  the  other,  "To"  or  "By" 
name  of  account.,  page — footing  and  ruling  off  the  closed  ac- 
count, as  a  settled  account ;  stating  the  particulars  of  each 
transfer  in  the  open  account. 


QUESTIONS  FOR  REVIEW. 

TMiat  two  results  should  a  complete  set  of  accounts  furnish  the  means 
of  ascertaining  ?  In  what  way  is  the  net  capital  found  by  Sin^'le  Entry  ? 
What  two  ways  docs  Double  Entry  furnish  of  finding  the  net  capital? 
Name  the  most  usual  kinds  of  assets — liabilities — sources  of  gain — 
sources  of  loss.  Name  the  accounts  kept  to  show  assets  and  liabilities — 
losses  an<l  gains.  Which  of  these  accounts  does  the  Single  Entry  Led- 
ger strictly  contain  ?  What  two  subsidiary  bocks  along  with  the  Single 
Entry  Ledger  will  (jenerolly  give  the  whole  of  the  assets  and  liabilities 
except  that  o^  fiooiis  itnxold  ?  How  is  the  value  of  the  merchandise  on 
hand  ascrrrtained  in  most  businesses,  both  in  Single  and  DuuMe  Entry  ? 
How  does  the  Sinule  Entry  Ledger  differ  from  that  of  Double  Kntry, 
even  when  the  former  is  supplemented  by  the  Uash  Book  and  Bdl  Book  ? 
In  what  respect  rZ/iVyf//  may  Sintjle  Entry  be  considered  an  iin])crfect,  and 
Double  Entry  a  perfect,  system  of  account-keejiing?  What  is  the  fun- 
damental principle  of  jiook-kpejiing  by  Double  Entry?  Name  t/ie  prin- 
cijjal  book  in  a  set  of  accounts,  and  ilescribe  it.  State  some  advantages 
of  using  additional  books.  What  are  the  three  principal  books  used  in 
Double  Entry  ?  Describe  tlie  Day  Book.  What  particulars  should  a 
Day  Book  entry  endjrace  ?  Describe  the  Journal.  What  is  journal- 
izing? How  wouhl  you  decide  when  a  personal  account  is  afifected,  and 
on  wliich  xide  ?  How  would  you  determine  wlien  an  account  represent- 
ing a  tlwiij  (i.e.,  an  iinperxonal  account)  is  affected,  and  on  which  side? 
How  many  accounts,  at  least,  are  affected  in  one  transaction,  and  how 
many  may  be  ?  What  knowledge  is  necessary  to  enable  us  to  journalize 
intelligentij'  ?  Why  should  an  account  be  indexed  as  soon  as  opened 
in  the  Letlger  ?  What  entries  are  made  on  the  Dr.  and  Or.  side  of  .Stock 
account — L'ash — Bills  Receivable — Bills  Payable — Merchandise — Ex- 
pense— James  Heaton— and  Bank  account  ?  What  does  the  closing 
entry  in  each  of  the  above  accounts  show  ?  What  is  meant  by  closing 
an  account — by  closing  one  account  into  another?  Before  closing  Mer- 
chandise account,  or  any  speculative  property  account,  what  prepara- 
tory entry  must  bs  ma<le,  if  the  projierty  is  not  all  sold,  before  the 
closing  entry  can  be  made  ?  What  is  the  first  thing  to  be  done  after 
the  transactions  of  a  set  have  been  posteil  ?  What  is  a  Trial  Balance, 
and  how  is  it  made  out?  Although  the  Trial  Balance  may  show  au 
equality  between  both  sidt^s  of  the  Ledger,  what  chances  of  error  still 
remain?  How  often  should  a  Trial  Balance  be  taken  ?  In  classifying 
accounts  what  two  grand  results  are  hail  in  view?  When  it  becomes 
necessary  to  mark  the  progress  of  the  business  in  some  enduring  man- 
ner on  tiie  Led.'cr,  what  must  be  done  ?  Under  what  head  are  the 
losses  and  gains  collected  ?  Under  what  head  are  the  assets  and  liabili- 
ties collected  ?     What  does  the  difference  between  the  two  sides  of  Losa 
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•nd  frain  account  show  ?  Whau  does  the  difference  between  the  two 
Bides  of  Balance  account  show  ?  After  the  net  pain  or  net  loss,  as  the  case 
may  be,  is  carried  to  Stock  account,  what  will  the  difference  lietween 
the  two  sides  show?  AVhat  general  principle  guides  ns,  as  to  the  words 
written,  in  making  an  entry,  either  closing  or  otherwise  ?  In  entering 
the  value  of  unsold  goods  in  Merchandise  account,  why  do  we  write  the 
word  "  Balance  ?  '"  Name  the  accounts  closed  into  Loss  and  Gain,  and 
those  closed  into  Balance.  Into  which  account  is  I>oss  anil  Gain  account 
closed?  Give  two  reasons  why,  when  all  the  accounts  exce]jt  Stock  and 
Balance  arc  closed,  the  amount  which  closes  Stuck  will  close  also 
Balance.  In  which  two  accounts  do  we  find  the  present  net  capital  ? 
In  which  account  do  we  Hud  both  the  present  and  former  financial  con- 
dition of  the  business  ?  (Jive  the  order  of  cloxiiitj  the  accounts.  In 
what  direction  docs  a  closinu  and  trausfrr  entry  rosj)ectively  point? 
^Vhy  is  it  usual  and  proper  to  write-closing  entries  iu  red  ink?  Hov*' 
do  you  proceed  to  detect  and  correct  errors  > 


m 


BOOK-K&EPtNa. 


BUSINESS  SERIES. 

The  sets  which  follow,  while  serving  as  a  synthetical  unfold- 
ing of  the  science,  are  intended,  each  in  its  turn,  to  present 
some  speciality  of  business,  and  some  radical  feature  which 
distinctly  characterizes  its  purpose.  In  presenting  the  trans- 
actions, care  has  been  taken  to  avoid,  as  far  as  possible,  any 
proper  form  of  entry  ;  but,  at  the  same  time,  lo  present  the 
facts  as  clearly  and  unmistakably  as  possible. 

They  are  intended  to  cover  a  wide  field  of  practice,  and  to 
present  sufficient  variety  of  transactions  and  enforcement  of 
theory  to  give  the  pupil  a  clear  understanding  of  the  science. 
Each  set  is  complete  witliin  itself,  and  special  in  its  purpose 
and  teaching.  Its  characteristics  are  briefl}^  announced  at  the 
start,  and  as  its  results  only,  with  more  or  less  detail,  are  given 
at  its  close,  the  pupil  is  obliged  to  accomplish  the  work  of  the 
set  in  order  lo  arrive  at  the  proper  result. 

This  mode  of  arrangement  is  calculated  to  throw  the  learner 
upon  his  nvn  resources,  and  rescue  him  from  the  too  common 
error  of  copying  down  the  work  without  understanding  it. 
This  feature  will  no  doubt  recommend  itself  to  all  faithful 
students. 

AVhile  performing  the  following  work,  remember  that  the 
three  great  qualities  essential  tp  success  in  Accountantship 
are  : — Accuracy,  NEAT.\b;.ss  and  Dispatch. 

^^  For  the  benetit  of  the  pupil,  and  in  behalf  of  economy 
in  tiie  use  of  Ledger  paper,  the  numl)er  of  lines  required  for 
each  account  will  be  found  immediately  after  the  set. 

This  apportionment,  it  will  be  borne  in  mind,  provides  for 
the  Ledger  heading,  and  also  for  the  necessary  space  "to  close 
up  the  accounts  in  due  form. 


SET  II.— GROCERY  BUSINESS. 

Characteristics.— Buying  and  selling  for  Cash — Business  adverse. 

St.  John's,  N.B.,  January  1st,  1877.     Invested  Cash,  S5000. 
2.  Bought  of  Geo.   Wallbridge,  for  Cash,  5  hhds.  Molasses, 
3500  gals.,  at  40c.,  $1400. 

Cautios. — In  transcribing,'  a  set  to  your  Day  Book,  leave  the  column  blank  for  the 
insertion  of  your  ovm  folios. 
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3.  Sold  Thos.  Goin,  for  Cash,  3  hhds.  Molasses,  2100  gak, 

at  3oc.,  $735. 

4.  Sold  C.  P.   Holtou,  for  Cash,   1  hhd.  Molasses,  700  gals., 

at  45c.,  $315. 
6.  Sold  W.  B.  Rubinson,  for  Cash,  1  hhd.  Molasses,  700  gals., 

at  40c.,  §280. 
6.  Paid  Expenses  in  Cash,  $175. 

Capital  at  commencing,  $5000. 

Net  Loss,  $2 15. 

Capital  at  closing,  $4755. 

The  folloujing  are  the  Ledge?-  accounts  for  this  set,  with  the  num- 
ber of  lilies  required  for  each  : — 

Set  II. — Stock,  6  ;  Cash,  7  ;  Merchandise,  7  ;  Expense, 
5  ;  Loss  AND  Gain,  6  ;  Balance,  5. 


SET  III.— DRY  GOODS  BUSINESS. 

Cttahactkristics. — Buying  and  selling  for  Cash  and  on  Peraonal  Account— Businen 
prosperous. 

Kingston,  January  12th,  1877.     Invested  in  business,  Cash, 

$4755  ;  Merchandise,  $20U0. 
13.   Bought  of  Muir  &  Co.,  Montreal,  on  3   months'  credit,   4 

cases,  5200  yds.  Muslin,  at  20c.,  $1040. 

15.  Sold  Geo.   Brown,   on  acc't,   1  case  Muslin,  1300  yds.,  at 

25c.,  $325  ;  12  ps.  Tweed,  420  yds.,  at  $1.25,  $525. 

16.  Bought  of  Walker  &  Son,  for  Cash,  3  cases  Prints,  3210- 

yds.,  at  lOc,  $321  ;•  and  4  cases  do,  $3500  yds.,  at  15c., 
$525. 

17.  Sold  H.  Warren,  on  acc't,  G  ps.  Tweed,  210  yds.,  at.  $1.25, 

S262.50. 

18.  Sold  J.  S.  Miller,  for  Cash,  2  cases  Prints,  2140  yds.,  a1 

12^c.,  $267.50 ;  and  2  cases  Muslin,  2600  yds.,  at  25c.. 
$650. 

19.  Bought  of  Geo.  Brown,  on  acc't,  3  cases  Prints,  3690  yds.. 

at$12c.,  $442.80. 
*?0.  Received  from  H.  Warren,  Cash  to  balance  acc't,  $262.50 
22.  Paid  sundry  items  of  expense,  $120. 
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Merchandise  remaining  unsold,  valued  at  $3500. 

Capital  at  commencing,  §6755. 
Net  Gain,  $1081.20. 
Capital  at  closing,  §7836.20. 

Ledger  accounts  and  number  of  lives  required  for  each  : — 

Set  III. — Stock,  6 ;  Cash,  8  ;  Merchandise.  11  ;  Mufk  & 

Co.,  6  ;  Geo.  Brown,  6  ;  H.  Warren,  6  ;  Expense,  6  ;  Loss 

AND  Gain,  7  ;  Balance,  10. 


REMAKKS  ON  NOTES  AND  BILLS. 

A  new  feature  in  connection  with  tlie  work  of  the  following 
sets  is  the  computation  of  interest  on  notes  and  bills.  The 
pupil  must  not  forget  that  three  da3's'  grace  are  allowed  on  all 
notes  and  bills,  except  tliose  payable  oji  demand.  Those  pa}-- 
able  at  sight,  as  well  as  those  payable  after  sight,  or  after  date, 
are  subject,  in  Canada,  to  this  rule. 

In  reckoning  the  number  of  days  between  one  date  and 
another,  the  day  of  the  first  date  is  excluded  from,  and  the  day 
of  the  last  is  included  in,  the  calculation.  Thus,  if  we  wish  to 
know  the  number  of  days  from  September  29th  to  December 
1st,  it  is  evident  that  from  the  29th  to  the  30th  is  one  day. 
We  have,  therefore. 

In  September  1  day. 
"  October      31  days. 
"  November  30     " 
**  December    1  day. 


63  days. 

A  note  made,  or  draft  accepted,  on  the  30th  September,  at 
60  days,  will  become  nominailg  due  on  the  29th  November,  but 
legally  due  on  the  2nd  December.  As  the  first  day  reckoned 
is  the  day  after  the  date  of  making  or  accepting,  there  are  uo 
days  to  count  in  September.  Therefore,  Ave  have, 
In  Oct.  31  days.  In.  Oct.  31  days. 

«  Nov.  29     "     nominally  due.    "  Nov.  30     " 

"  Dec.    2     "    legally  due 

.60  days.  63  days. 
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^When  the  time  is  expressed  in  months,  calendar  months  are 
alwuys  understood,  and  the  note  or  bill  becomes  nomiuully  (hie 
in  the  last  month  of  its  tenn  upon  the  day  corresponding  with 
its  date,  but  really  payable  three  days  after.  Tluis,  a  note 
dated  the  iirst  day  of  any  month  becomes  nominally  due  on  tlie 
first  day  of  some  succeeding  month,  and  legulli/  due  on  the 
fourth.  If  the  last  month  of  tlie  term  does  not  contain  a  cor- 
responding day  to  that  of  the  date  of  the  note,  then  the  note 
will  be  nomnuilly  due  on  the  last  day  of  the  last  month  of  the 
term.  Thus,  four  noces,  at  one  montli,  and  dated  respectively 
January  28tli,  January  20th,  January  30th,  and  January  31st, 
1877,  would  all  become  nominally  due  on  the  28th  February, 
and  legally  ciuu  on  the  3rd  iMarch.  When  the  last  day  of 
grace  fuUs  on  ?-  Sunday,  or  any  legal  holiday,  the  note  is  pay- 
able on  the  following  day. 


SET  IV.— PRODUCE  BUSINESS. 

CBAnACTRRisncs. — fiuying  and  spelling:  for  Cash  and  on  Notes— Interest  taken  Into  con- 
sideration— Coinnien'  in|;  v\  it:,  both  Resources  aud  Liabilities,  effecting  a  Gain,  and 
closing  with  i'..>.rca^e.  CajiitaL. 

KOT».— Tts  pupil  will  work  out  the  interest  on  all  notes  requiring  it. 

April  2nd,  1877. 
I  commence  business  to-day  with  the  following : — 
Resources. 

Cash  on  hand $1500  00 

S.  Clare's  Note,  my  favor,  at  six  months, 
from  Dec.  2nd,  187G,  with  interest  at  7 
per  cent. 2500  00 

Interest  due  to  date*        -         -         -         -         58  01 

Liability. 

I  owe  on  my  Note,  favor  of  Charles  Web- 
ster, dated  Feb.  3rd,  1877,  at  four  months     $558  33 

3.  Bought  of  Thos.   Wills,  for  Cash,   600  bush.   Wheat,  at 

$1.50. 

4.  Sold  Robert  Wells,  on  his  Note,  at  30   days,   400  bush. 

Wheat,  at  $2. 

*  This  item  '<1  iriti'resl  being  an  asset  at  the  opening,  the  proprietor's  Capital  account 
must  be  credited  with  it,  either  unJei  his  own  raiiie,  or  Stock,  or  Cajiital.  Tlie  debit 
may  be  diiposed  of  in  scvera.  wavs.  We  may  either  ..elil — 1st,  S.  Clare  ;  2n<I,  Interest 
Beceivable  ;  or  3rd,  Interest.  The  l-ut,  ilth"Ugh  theorerically  open  to  objection,  is  the 
■Implest,  and  the  one  commonly  adopted.     The  pupil  can  take  his  choice. 
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6.  Prepaid  my  Note,  favor  of  Charles  Webster.  Face  of 
Sote,  $558.33.  Discount  off,  61  days  at  7  per  cent., 
$6.53.     Proceeds  paid  in  Cash,  $551.80.* 

11.  Received  Cash  of  S.  Clare,  in  full  for  his  Note  and  interest. 

Face  of  Note,  $2500.     Interest  due  to  date,  $62.33.t 

12.  Sold  James  Whyte,  on  his  Note  at  30  days,  100  bush. 

Wheat,  at  $1.75. 

13.  Robert   Wells   prepaid  his  Note  to-iiay.     Face  of  Note, 

$800.    Discount  off,  24  days,  $3.08.    Proceeds  received 
in  Cash,  .| 7  9 6. 3 2. 

14.  Gave  George  Warren  mv  Note,  at  10  days,  for  rent  ol 

store,  $80. 

16.  Took  out  for  privat.;  use,  $30. 

17.  Sold  A.  B.  Smith,  for  Cash,  20  bush.  Wheat,  at  $1.50. 
Inventory  of  Goods  unsold— 80  bush,  of  Wheat, 

valued  at  $1.25,  $100. 

i^et  Capital  at  commencinq,  $3499.68. 

Net  Gain,  $132.17.     Net  Capital  at  dosing,  $3601. 85. 

Ledger  AiXGUiits  and  number  of  lines  required  for  each : 
Stock,  5  ;  Private  Account,  4  ;  Ca.sh,  7  ;  Bills  Receiv- 
able, 6  ;  Bills  Payable,  6  ;  Merchandise,  6 ;  Interest,  6  . 
Expense,  4  ;  Loss  and  Gain,  6 ;  Balance,  6. 

*  In  this  instance  we  pay  the  note  before  due,  and  discount  is  allowed  us.  Interest 
account  is  debited  for  the  cost  of  the  use  of  m-jitfi;  rfcticd  by  us,  and  credited  foi 
returns  for  tlie  use  of  money  granted  by  us.  By  paying  the  money  before  it  is  due  w« 
give  Charles  Webster  the  Mxe  of  it  ui  days  before  he  is  entitled  to  it  aud /or  tM«  use  the 
allowance  is  made  to  us.     Hence  the  Journal  entry  is— 

Bills  Payable,  Dr.    $558  33 

Cash,  Cr.  Zb^ol  80 

Interest,         "  6  53 

t  Our  mode  of  proceeding  here  will  depond  upon  what  we  did  with  the  interest  due 
up  to  April  2ud.     If  we  debited  Interest,  the  Journal  entry  ia— 
Cash,  Dr.  $2562  32 

Bills  Receivable,        Cr.  $2500  00 

Interest,  "  62  83 

If  we  debited  Interest  Receivable,  our  Journal  entry  will  be— 
Cash,  Dr.  $^562  33 

Bills  Receivable,        Cr.  $2500  00 

Interest  Receivable,    "  58  01 

Interest,  "  4  32 

Or,  we  may  first  debit  Interest  Receivable  with  the  interest  accrued  Kince  the  opening 
of  the  books,  thus— 

Interest  Receivable,  Dr.        $4  S2 

Interest,      Cr.  $4  32 

And  then  say- 
Cash,  Dr.  $2562  83 

Bills  Receivable,        Cr.  $2500  00 

Interest  Receivable.    "  62  33 

If  we  debited  S.  Clare,  proceed  as  above,  siibitituting  S.  Clare  for  Interest  Receivable. 
The  tboi.gJitful  pupil  will  observe  that  all  these  methods  cme  to  the  same  t'.irig 
The  only  difference  is  in  the  manntjr  of  treating  the  interest.     The  saino  ultimate  rf-*uU 
Is  produced  in  the  Interest  account,  viz.:  a  gain  of  $4.32  for  interest  ou  the  note  sine* 
the  opening  of  the  books. 
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SET  v.— FURNITURE  BUSINESS. 

Char>(tbristic8.— Buying  anrl  selling-  for  ^ash,  on  Personal  Account  and  on  Notes- 
Interest  taken  intO  cousiJeralioii— Comraencin?  with  a  Net  Capital,  sustaluiug  i 
Luss  greater  than  Capital,  and  clusin^  Insolvent. 

Books  used. — ^.\t  Book,  Ji">ukn.»l,  Ledger,  axd  Bfll  Book 
iSee  jorm,  of  Bill  Book,  at  the  erul  of  set. 

Ottawa,  March  1,  1877. 

Leased  a  store  of  T.  B.  Ue;in,  at  $600  per  annum,  and  com- 
menced tlie  Furniture  Business,  investing  as  follows  : — 

Cash,  $1800.  Stock  of  Furniture  on  Land,  81500.  Note 
against  A.  Overell,  for  $750,  doted  January  17th,  1877,  at  two 
months.     Total  investment,  $4050. 

Bought  of  G.  iS.  Tickell,  Belleville,  on  one  month's  credit, 
15  Carved  Rosewood  Centre  Tables,  at  850  ;  6  doz.  do  Arm 
Chairs,  at  SCO.     Total,  $1110. 

2.  Sold  W.  R.  Barber,  on  his  Note  at   15   days,   10  Carved 

Rosewood  Chairs,  at  $8  ;  I  do  Centre  Table,  $75  ;  1 
Gothic  Hall  Stand,  $25.     Total,$180. 

3.  Bought  of  Jakes  <k   Hayes,  Toronto,    on   acc't,    10  sets 

Enamelled  Furniture,  at  875  ;  6  do  Black  Walnut,  at 
$150;  10  Extension  Dining  Tables,  at  $25.  Total, 
$1900. 

5.  Sold  W.  H.  Sherman,  for  Cash,  1  set  Enamelled  Furniture, 

$100  ;  1  Extension  Dining  Table,  $40  ;  8  Carved  Rose- 
wood Cliairs,  at  $3.     Total,  $204. 

6.  Sold  W.  W.  Jones,  on  Ids  Note  at  1  month,  witli  interest  at 

6  percent.,  1  set  Enamelled  Furniture,  $100;  1  Extension 
Table,  $40  ;  1  Dressing  Bureau,  $35  ;  1  Rosewood  Tete- 
a-tete,  S50  ;  1  Gothic  Hall  Stand,  $28  ;  1  Card  Table, 
$5  ;  1  French  bedstead,  $22  ;  1  Cottage  Bedstead,  $15. 
Total,  $295. 

"  Settled  with  Jakes  &  Hayes,  by  giving  them  my  Note  at 
1  month,  with  interest  at  9  per  cent.,  in  full  of  account, 
$1900. 

9.  Bought  of  J.  B.  Ashley,  on  my  Note  at  10  da3's,  15  Black 
Walnut  Bookcases,  at  $60  ;  2  doz.  do  Arm  Chairs,  at 
$60  ;  20  Curled  Hair  Mattresses,  at  $20  ;  20  Double- 
leaf  Secretaries,  at  $35  ;  25  Music  Racks,  at  $5.  Total, 
$2245. 
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10,  Sold  G.  W.  JTaybee,  on  accomit,  1  Can-ed  Rosewood  Cen- 
tre Table,  $00  ;  2  doz.  do  Arm  Chairs,  at  $50  ;  1  set 
Enamelled  Furnitmc  $SQ  ;  1  Black  Walnut  Sofa  Bed- 
stead, at  §50  ;  2  Extension  Tabks,  at  ^30  ;  2  Gothic 
Cluiirs,  B.  \V.,  Stuffed,  at  $15;  1  Easv  Rocke.,  $12. 
Total,  $392. 

12.  Bought  of  Jakes  &  Hayes,  on  3  months'  cretut,  an  a.s.sort- 
ment  of  Furniture,  amountiug,  per  invoice,  to  $3500, 
"    Paid  Cash  for  Insurance,  $125. 

15.  bold  S.  G.  Beatty,  for  Cash,  2  Black  Walnut  Buieaus,  at 

^30 ;  1  Rosewood  Parlour  Set,  $400  ;  1  Enamelled  Bed- 
room Suite,  $200;  1  Single  Bedstead,  $8;  1  Quartette 
Table,  $9  ;  1  Ladies'  Arm  Chair,  $12  ;  1  Black  Walnut 
Library  Bookcase,  $75.     Total,  $704. 

16.  Sold  S.   Clare,  for  Cash,   1  Carved  Rosewood  Secretary, 

$120  ;  3  Patent  Spring  Beds,  at  860  ;  1  Walnut  Centre 
Table,  $50 ;  2  Rosewood  Bureaus,  at  $40 ;  2  Arm 
Chairs,  at  SIO  ;  2  "Sleepy  Hollow"   Chairs,   at  $J5  ; 

1  Black  Walnut  Parlour  Suite,  $300  ;  1  Side  What-not, 
$9.     Total,  $809. 

17.  Paid  Casli  for  three  months'  rent,  $150  ;  Advertising,  $25. 
"    Bought  of  Jakes  i  Hayes,  on  acc't.  Furniture  amounting, 

])er  invoice,  to  $2150. 

"  Bought  of  H.  W.  Huffman,  on  my  Note,  at  3  months,  Fur- 
niture amounting  to  .$.350. 

"    Received  from  G.  W.  IMaybee,  Cash  on  acc't.  $150. 

19.  Sold  W.  Johnston,  on  his  Note  at  3  months,  1  Hall  Stand, 

$5;  6  Parlour  Chairs,  at  $3.50;  1    R.  W.  Tete-a-tete, 
$30  ;  1  Black  Walnut  Sofa,  $30  ;  1  large  Dining  Table, 
$14;    1  Piano  Stool,  $8;   1   Music  Ruck,  $5.     Total, 
$113. 
"    Sold  Warner  Bros.,  for  Cash,  2  Bedroom  Suites,  at  $50.60 ; 

2  Rosewood  Parlour  Suites,  at  $200.     Total,  $501.20. 

20.  Received  from  G.  W.  Maybee,  Cash  in  full  of  acc't,  $242. 
"    Received  from  A.  Overell,  Cash  in  full  for  his  Note  of  Jan. 

17th,  $7.30. 
24.  Sold  H.  Corby,  on  acc't,  20  doz.   Kitchen  Chairs,   at  $8; 

10  doz.  Ru.-shbottom  Chairs,  at  $18.      Total,  $340. 
28.  Bought  of  Smith  &  Co.,  Kingston,  on  Note  at  3  mouths, 

as.siirtmeat  of  Furniture  amounting,  as  per  invoice,  to 

$1500 
April  2.  Paid  G.  S.  Tickell,  Cash  on  acc't,  $500. 
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9.  Received  from  W.  W.  Jones,  Cash  in  full  for  his  Note  of 
the  6th  ult.,  and  interest  thereon  to  date,  at  6  per  cent. 
Face  of  Note,  |295.     Interest,  $1.G2. 
"    Paid  my  Note  of  9th  ult.,  favour  of  J.  B.  Ashley,  with  in- 
terest at  6  per  cent,  for  time  overdue,  18  days.     Face 
of  Note,  $2245.     Interest,  $(3.74.* 
1^.  Paid  Salaries,  $180;  Sundry  Expenses,  $25. 
1''*.  Paid  my  Note  of  6th  ult.,  favour  of  Jakes  &  Hayes,  with 
interest  to  date.     Face  of  Note,  $1009.     Interest,  $19. 
Inventory  of  Merchandise  unsold,  $5336.34. 

« 

Net  Capital  at  commencemeiit,  $4050. 

Net  Loss,  $0049.58. 

Net  Insolvency  at  closing,  $1999.58. 

Ledger  accoixnts  and  number  of  lines  required  for  each: 
Stuck,  6;  Cash,  12;  Merchandise,  12;  Bills  Receiv- 
able, 8 ;  Bills  Payable,  8  ;  G.  S.  Tickell,  5  ;  Jakes  & 
Hayes,  6 ;  G.  W.  Maydee.  5  ;  H.  Couby,  5  ;  Expense,  8 ; 
Interest,  5 ;  Loss  and  Gain,  8  ;  Balance,  7. 


BILL  BOOK. 

All  necessary  explanations  of  the  Bill  Book  are  made  by 
the  headings  of  the  different  columns.  It  is  so  simple  that  the 
pupil  will  see,  by  inspection,  its  utility. 

It  wid  be  observed  that  the  Bills  entered  in  the  following 
forms  are  taken  from  the  transactions  of  Set  V.,  and  hence 
the  notes  on  hand  and  notes  outstanding,  as  shown  by  Bills 
carried  down,  will  be  found  to  agree  with  the  balance  shown  in 
the  proper  Ledger  accounts. 


•  In  business  calculations,  It  Is  not  custoniary  to  enter  fractions  of  a  cent  upon  the 
•ccotitu  lio-'k!).  ci)iisu<|iieiitly  in  all  cnnipiitatinn-*  tlirc)u;;lii>ut  Ihe^e  .sct.«  wlvro  a  fraction 
of  a  ceiii  lfs>  th  in  .■iie-liull  'itiur--,  wi;  lake  uo  ..ytice  o(  it.  but  where  a  iractiou  of  haU 
a  ceut  or  mure  occurii.  we  call  it  one  ceat. 
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INSTRUCTIONS.— SET  VL 

The  five  previous  Sets,  by  Double  Entry,  have  all  been 
worked  out  on  the  old  Italian  melhod.  Anotlier  form  of  entry 
will  now  be  introduced,  which  is  extensively  adopted  in  all 
branches  of  business.  It  con:ibines  the  Day  Book  and  Journal 
in  one  book,  usually  denominated  the  Journal  Day  Book. 

The  Day  Book  and  Journal  entries  are,  by  this  method,  in- 
timately connected  in  such  a  manner  that  they  are  at  all  times 
ready  for  posting,  and  as  one  book  is  entirely  dispensed  with, 
much  unnecessary  writing  is  avoided. 

Although  more  difficult  to  the  beginner,  he  will,  if  he  fully 
understands  the  work  he  has  already  gone  over,  by  closely 
obseiving  the  form  of  entry  on  pages  158  and  159,  soon  be 
enabled  to  enter  properly  anj^  transaction  as  readily  as  by  the 
method  already  presented.  Until  he  becomes  familiar  with  this 
mode  of  entry,  he  should,  before  entering  a  transaction,  make  all 
calculations  respecting  it  on  his  slate  or  a  loose  sheet  of  paper. 

Many  of  the  transactions  are  similar  to  those  of  the  preced- 
ing Sets,  and  need  no  additional  explanation.  Those,  however, 
of  the  following  dates  introduce  new  features,  aud  require 
explanation. 

Jan  2.  In  dealiugs  with  the  Bank,  debit  it  with  amounts  deposited, 
and  credit  it  with  amounts  withdrawn  per  check. 

Jan.  4.  T.  C.  Kerr  &  Co  have  not  purchased  this  Case  of  Tweed,  but 
have  merely  accepted  it  to  sell  for  us,  and  will  hold  it  subject  to  our 
order  until  sold  or  recalled.  They  do  not  owe  us  for  the  goods,  and 
should  not,  therefore,  be  charged  with  them. 

The  name  "  Shipment"  is  applied  to  such  transactions,  aud  in  order 
that  a  proper  account  may  be  kept  with  each,  the  consignees'  name  or 
place  of  residence  should  be  attached  and  the  shipments  numbered. 
This  account  may  be  named  "Shipment  to  Kerr  &  Co.,  No.  1,"  or 
"Ship't  to  Hamilton,  No.  1."  It  should  be  debited  for  the  full  value  of 
the  goods  and  for  all  cliarges,  thus  :  Ship't  to  Kerr  &.  Co.,  No.  1,  Dr. 
S53C.50.     To  Mdse,  §5.25;  and  To  Gash,  $1 1.50. 

Jan.  6.  As  Interest  and  Discount  are  the  same  in  nature  and  effect, 
both  representing  the  i«e  q/"  mojje?/!  '^'"^  indicating  the  amount  paid  or 
received  for  it,  we  do  not  deem  it  necessary  to  keep  separate  accounts 
for  them  ;  therefore,  post  botli  under  the  same  heading — Interest. 

In  order  to  get  a  note  discounted  at  a  bank,  it  must  be  properly  en- 
dorsed. This  note  has  been  discounted,  and  cash,  $498.08,  received. 
The  bank  kept  the  balance,  $1.32,  for  the  use  of  the  money  until  the 
note  falls  due.  The  Journal  entry  should  be  as  follows  :  Cash,  Dr. 
$498.18;  Interest,  Dr.  SI. 32.     To  Bdls  lleceivable,  S-^OU. 

Cash  was  received.  Discount  was  nllowed  or  paid  ;  therefore,  Gash 
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and  Interest  should  be  dehiled,  and  aa  the  Bill  was  parted  wltb,  Btlla 
Receivable  should  be  credited. 

Jan.  8.  This  Tweed  has  merely  been  received  from  T.  Brown  *  Co. 
for  sale  on  their  account  aud  risk,  and  as  we  have  not  purchased  the 
goods,  T.  Brown  &  Co.  should  not  be  credited.  The  name  ■' Uonsien- 
ment "  is  usually  given  to  property  received  for  sale  on  account  and  risk 
of  the  shipper.  lu  order  to  distiiiiruish  between  different  consifmments, 
the  shipper's  name  should  be  prefixed  and  each  one  numbered.  This 
account  may  be  called  "Brown  &  Co.'s  Consgt.,  No.  1,"  or,  as  some 
merchants  term  it,    "  Brown  &  Co.'s  Sales,  No.  1." 

The  account  is  debited  for  all  charges  paid  on  it  when  received,  and 
for  all  costs  accruing  thereon  while  in  your  possession,  and  credited  for 
all  its  incomes  ami  sales.  It  should  be  jmirnalized  as  follows  :  T.  Brown 
&  Co.'s  Cousgt,  No.  1,  Dr.  $12.40.     To  Cash,  §12.4U. 

Jan.  9.  A.  B.  Campion  owes  us  on  account,  and  we  have  given 
Mclnnes  Bros,  a  draft  on  him,  expecting  Campion  to  pay  it  when  it  falla 
due. 

Debit    Mdse   and  credU   A.   B.  j  ^''\  ^If^  ^^\'\  ^J^,f  ,*«  Mclnnes  Bros 
Campion.  *"^   ^^'^^   debit  Mclnnes  Bros,  to  A. 

^  (  b.  Cauipion. 

In  Journalizing  Drafts  issued  or  received,  observe  the  following 
EuLE. — Credit  live  person  or  bank  you  draw  on,  because  t/tat  person  or 
bank-  paijK  an  amount  on  ijour  account. 

Drliit  the  person  who  draws  on  you,  because  you  pay  a  certain  amount 
on  his  account. 

Jan.  1 1  The  acceptance  of  this  Draft  is  the  same  in  effect  as  paying 
J.  (i.  MacKenzie  &  Co.  §400  by  Note.  It  is  agreeintr  to  ))ay  the  Draft 
by  writing  the  word  "  .\ccepted  "  across  its  face,  and  signing  your  name. 
When  a  Draft  is  accepted  by  you,  debit  the  person  who  draws  on  you, 
or  the  person  on  whose  account  the  acceptance  is  given,  and  credit  Bills 
Payable. 

The  Draft  on  Campion,  of  the  9th  inst.,  was  discounted  to  Mclnnes 
Bros.,  by  the  bank,  and  when  presented  to  Campion  he  refused  to  accept 
it.  The  bank  then  had  it  protested  for  non-acceptance,  and  returned  it 
to  us  for  payment.  As  we  credited  Campion  with  the  Draft  when  we 
drew  on  him,  we  must  now  debit  him  with  the  same  amount.  He  re- 
fused to  assume  the  responsibdity  respecting  the  Draft,  and  should  not, 
therefore,  be  charged  with  the  protest  fee.  The  entry  shoulil  be  as  fol- 
lows :  A.  B.  Cam])ion,  Dr.  §225,  the  amount  previously  placed  to  his 
credit.  Loss  and  Gain,  Dr.  §1.06,  the  amount  of  protest  fee.  Cash, 
Cr.  §226.06,  the  amount  of  cash  paid. 

Jan.  19.  See  exjilanation  of  tJie  Gth.  Having  indorsed  this  Note 
before  discounting  it,  we  became respi)nsible  for  its  pa3ment,  in  case  it 
was  not  paid  by  the  maker.  As  he  does  not  pay  it,  and  the  Note  is 
allowed  to  go  to  protest,  the  bank  looks  to  tis  for  payment  of  the  Note, 
together  with  the  protest  charges.  Vi'e  do  pay  it,  and,  hohling  the  pro- 
tested Note  as  evidence  of  tlie  fact,  charge  the  maker  (or  person  from 
whom  received)  with  the  full  amount  j>aid  on  his  behalf.  The  Jonrual 
entry  will   therefore    be  ;    P.    iL   Ssiudersou,   Dr.  $501.06.     To  Bank, 
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Jax.  20.  Having  disposed  of  the  goods  belonging  to  Brown  &  Co.'b 
consgt,  we  find  that,  after  deducting  all  charges,  we  have  in  our  pos- 
■ession  $4440.00  belonging  to  T.  Brown  \  Co.,  for  which  we  should  give 
them  credit.  Commission  should  be  credited  for  ths  amount  it  has  pro- 
duced. Journal  entry:  Thos.  Brown  &  Co. 's  Consgt,  Dr.  §-1537.00.  To 
Commission,  $91.     To  Thos.  Browu  &  Co.,  §4440.00. 

Jan.  20.  Notes  are  frequently  reneM'ed  in  this  way,  when  it  is  found 
inconvenient  to  jiay  the  whole  amount  at  the  time  of  maturity.  Bills 
Receivable  is  debited  for  the  amount  of  the  new  note  received,  $1040.00. 
Interest  is  credited,  §40.06,  and  Bills  Receivable  is  credited  for  the  face 
of  the  old  note  parted  with,  §1000. 

Jan.  27.  See  explanation  of  the  6th.  The  only  difference  between 
this  transaction  and  that  of  the  0th  inst.  is  that  the  net  proceeds  of  the 
Note,  insLead  of  being  taken  away,  are  left  to  our  credit  in  tha-Bank. 
In  making  the  entry  debit  the  Alerchants'  Bank  for  the  amount  left  on 
deposit,  $2425.75;  debit  Interest  for  the  amount  paid  or  allowed  for 
the  use  of  the  moiiev,  $11.75  ;  and  credit  Bills  Receivable  for  the  face 
of  the  Note,  §2437.50. 

Jan.  29.  Cash  is  debited  for  the  total  amount  received,  $501.06,  and 
P.  R.  Sanderson  credited.  It  is  customary  in  busmess  to  consider  a 
check  received  the  same  as  cash.  Being  payable  on  demand,  the  cash 
is  received  as  soon  as  it  is  presented  at  the  Bank,  or,  if  we  have  an  ac- 
count at  the  Bank,  the  amount  is  placed  to  our  credit  as  Cash  deposited. 

Acconnts  to  he  opened  : 

George  Wilson,  5j    Henry  Cummings,  5;    Cash,  24 
Merchants'  Bank,   13  ;    Bills   Receivable,    10  ;    A.    R 
McMaster,  6 ;  J.  G.  McKenzie  <fe  Co.,  6 ;  A.  B.  Campion 
7  ;  D.  E.  FuLFORD,  7  ;  Gordon  McKay  &  Co.,  6  ;  P.  R 
Sanderson,  5  ;  Thomas  Brown  &  Co.,  5  ;  J,  C.  Kerr  &  Co. 
5 ;  T.  Brown  &  Co.'s  Consgt  No.  1,5;  Merchandise,  24 
Shipment  to  Kerr  &  Co.,  No.  1,  6  ;  Shipment  to  Kerr  & 
Co.,  No.  2,  5  ;  Commission,  5  ;  Intkrest,  6  ;  Expense,  13 
Loss  and  Gain,  9  ;  Balance,  16. 


SET  VL 

Thb  Books  to  be  used  in  workino  this  jSex   ake, — Day  Book 
AND  Journal  combined,  BilijIBook,  and  Ledger. 

Cbiracteristics.  This  Ret  is  intended  to  illustrate  th«  principles  of  a  simple  Coranii*- 
sion  in  connection  with  a  General  Merchandise  business;  al>o,  thegriving  and  recsir- 
ing  of  Notes,  drawing'  and  accepting  Drafts,  and  .node  of  treating  them  when  thej 
fall  due^Urawiuj^  and  recaivin;;  Checks,  and  keepuig  %  Bank  Account  In  tha 
Ledger. 
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SET   VL 

TWO   PARTNERS. 

1877. 
Jan.  1st.  George  Wilson  and  Henry  Cummings  have  this  day 
entered  into  partnership  as  Diy  Goods,  Grocery  and  Commis- 
sion Merchants,  under  the  firm  name  of  "  Wilson  &  Cummings," 
renting  store  and  fixtures  from  A.  Petrie,  at  $900  per  anj'.um, 
and  agreeing  to  share  gains  and  losses  in  proportion  to  capita) 
invested. 

George  Wilson  invests  : — 

Cash,  as  per  C.  B.,  $2,800  j  Stock  of  Merchandise  from  a 
former  business,  $3,000 ;  P.  E.  Sanderson's  Note,  at  three 
months,  from  October  15th,  187G,  for  $500. 

Henry  Cummings  invests  : — 

Cash,  as  per  C.  B.,  $3,000  ;  W.  J.  Peterson's  Note,  at  six 
months,  from  July  23rd,  1876,  bearing  interest  at  8  per  cent., 
for  $1,000  ;  Interest  accrued  to  date,  $35.51. 

2.  Bought  of  A.  R.  ;Mc Master,   Toronto,   on  acc't,  4  cases, 

5,200  yds..  Muslin,  at  20c.,  $1,040  ;  deposited  in  bank, 
$-1,000.     Cash  sales  this  day,  $170.50. 

3.  Bought  of  J.  G.  JIcKenzie  &  Co.,  Montreal,  on  acc't,  3 

cases  Prints,  3210  yds.,  at  lOc,  $321  ;  4  cases  do,  3,500 
yds.,  at  15c.,  $525  ;  total,  $846.  Paid  for  Repairs, 
$50.40;  Freight  and  Drayage,  $10.60.  Cash  sales  this 
day,  $320. 

4.  Ship[)ed  T.  C.  Kerr  &  Co.,  Hamilton,  to  be  sold  on  our 

account  and  risk,  1  case  Tweed,  10  pieces,  350  yds.,  at 
$1.50,  $525.  Paid  Insurance  on  same,  $11.50.  Cash 
sales  this  day,  $240.70. 

5.  Sold  A.  B.  Campion,  on  acc't,  1  case  muslin,  1,300  yds.  at 

25c.,  $325  ;  12  pieces  Tweed,  420  yds.,  at  $1.25,' $525  ; 
total,  $850.  Paid  for  printing  Bills,  $8.40.  Cash  sales 
this  day,  $324.20. 

6.  Had  P.  R.  Sanderson's  Note  of  Oct.   15th,  discounted  at 

Merchants'  Bank — face  of  Note,  $500  ;  Discount  ofi"  for 
unexpired  time,  12  days,  at  8  per  cent.,  $1.32  j  Cash 
received,  $498.68.  Paid  Cartage,  $1.50. 
8.  Received  from  Thos.  Brown  &  Co.,  Montrei^  to  be  sold 
on  their  account  and  risk,  5  cases,  100  pieces,  Tweed, 
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3,250  yds.,  at  $1.20,  $3900.  Paid  Freight  and  Dray- 
age  on  same,  $12.40.  Deposited  in  Bank,  $2,000. 
Bought  of  A.  B.  Campion,  on  acc't,  10  chests  Gvinpowder 
Tea,"  1,250  Ibi.  net,  at  50c.,  $G25.  Citsh  sales,  $325.30. 
9.  Bought  of  Mclnnis  Bros.,  Hamilton,  7  pieces  Canadian 
Tweed,  225  yds.,  at  $1,  $225.'  Gave  in  payment  my 
Draft,  at  10  days  sighr,  on  A.  E.  Campion,  payable  at 
tlie  Merchants'  Banlc,  for  the  full  amount.  Paid  Freight, 
$3.40. 
!0.  Sold  D.  E.  Fulford,  Kingston,  on  acc't,  1  case  Prints,  930 
yds.,  at  I2^c.,  $110.25;  2  pieces  Canadian  Tweed,  C4 
yds.,  at  SI. 25,  $80  ;  total,  $196.25.  Paid  for  cleaning 
store,  $4.50  ;  for  Wood,  $G0.     ('ash  sales,  $425.05. 

11.  Remitted  J.  G.  McKenzie  &  Co.,  Montreal,  Cash  on  acc't, 

$44G,  and  our  Acceptance  at  10  days'  siidit  for  the  balance 
of  their  account,  SlOO.  Paid  for  Advertising,  $20.40. 
The  Draft  given  Molnnis  Bros,  on  A.  B.  Campion,  has 
been  protested  for  non-acceptance,  and  returned  to  us, 
by  the  Merchants'  Bank.  Paid  the  face  of  the  Draft 
and  protest  fee  in  Cash,  $226.06. 

12.  Bought  of  Gordon,  JMackay  &  Co.,  Toronto,  on  acc't,  10 

pieces  Scotch  Tweed,  350  yds.,  at  $1.30,  $455.  Ac- 
cepted A.  R.  McMaster's  Draft  of  the  8th  inst.,  payable 
10  days  after  date,  at  the  Merchants'  Bank,  in  Toronto, 
for  $500. 

13.  Sold  A.  B.  Canipion,  for  his  Note  at  three  months,  1  case 

Priiits,  840  yds.,  at  12ic.,  $105.  Paid  Gordon,  Mackay 
&  Co.,  in  full  of  account,  per  check,  $455. 

15.  Bought  of  J.  G  jMcKenzie  &  Co.,  Montreal,  10  cases  Cana- 
dian Tweed,  120  pieces,  3,720  yds.,  at  $1,  $3,720.  Gave 
in  i^ayment  our  Note  at  30  days  for  $2,000,  check  for 
$720,  balance  to  remain  ou  accuunt.  Cui>h  aules  this  day, 
$340.50. 

lb.  Solil  A.  B.  Campion,  for  Note  at  30  days,  from  Thos. 
Brown  &  Co.'s  Consignment,  50  ]>ieoes  Tweed,  1,625 
yds.,  at  $1.50,  $2,437.50.  Paid  Clerks  on  acc't,  per 
check,  $150.     Cash  sales,  $150.60. 

17.  Gave  A.  K.  McMaster  Draft  at  30  days,  on  D.  E.  Fulford, 

for  amount  of  his  account,  $196.25.  Cash  salts  this  day, 
$390.50. 

18.  Received  from  A.  B.  Campion,  Cash  in  full  of  acc't,  $225. 

S(;ld  D.  E.  Fulfurd,  4  pieces  Scotch  Tweed,  140  yds.,  at 
$1.50,  $210.     Received  in  payment,  check  for   $100, 
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balance  on  account.  Paid  sundry  items  of  Expense,  por 
check,  $12.50. 

19.  P.  li.  Sanderson's  Note  of  Oct.  15th,  1876,  which  was  dis- 

counted at  the  Merchants'  Bank  on  the  6Lh  inst.,  fell 
due  yesterday,  was  protested  for  non-payment,  and  re- 
turned to  us.  Paid  the  Note  and  protest  fee,  per 
check,  $501.06.  Sold  G.  H.  Ireland,  for  Note  at  one 
month,  the  balance  of  Thos.  Brown  &  Co.'s  Consiijnment, 
50  pieces  Tweed,  1625  yds.,  at  $1.30,  $2112.50.  De- 
posited in  Bank,  $500.  Kemitted  A.  R.  McMaster, 
Cash,  $200,  and  our  Note  at  30  days  for  $300,  with 
which  to  retire  Draft  for  $500,  falling  due  on  the  21st 
inst. 

20.  Rendered  Tlios.  Brown  &  Co.  an  Account  Sales  of  their 

Consignment  of  the  8th  inst.  Our  Commission,  at  2 
per  cent.,  $91  ;  Thos.  Brown  &  Co.'s  net  proceeds, 
$4,446  60.  Total  debit  to  Thos.  Brown  &  Co.'s  Con- 
signment, $4,537.60.     Ca&h  sal»s,  $318. 

22.  Bought  of  A.   B.   Campion,  on  acc't,  200  bbls.  Godericb 

Salt,  at  $1.25,  $250.  Paid  Freight  on  same,  per  check, 
$12.     Deposited  in  Bank,  $500. 

23.  Shipped  T.  C.  Kerr  &  Co.,  Hamilton,  to  be  sold  on  oui 

account  and  risk,  150  bbls.  Goderich  Salt,  at  $1.50, 
$225.  Paid  Freight  on  same,  $12.35.  Cash  sales, 
$278.45. 

24.  Paid    our   Acceptance   of  the  11th  inst.,  favor  of  J.  G 

^McKenzie  &  Co.,  due  this  day,  per  check,  $40i'.  Sold 
D.  E.  Fulford,  on  acc't,  50  bbls.  Goderich  Salt,  at  $1.7.5, 
$87.50.     Deposited  in  Bank,  $500. 

26.  Received  from  "r.  C.  Kerr  &  Co.,  Hamilton,  an  Account 

Sales  of  the  Tweed  shipped  them  on  the  4th  inbt.  Net 
proceeds,  which  have  been  entered  to  our  credit,  $586.40. 
W.  J.  Peterson  has  renewed  his  Note  of  July  23rd, 
1876,  due  to-day,  by  giving  a  new  note  at  30  days  for 
the  old  one,  and  interest  thereon.  Face  of  old  Note, 
$1000;  Interest,  $40.66  ;  face  of  new  Note,  $1040:66. 
Cash  sales,  $265.40. 

27.  Had  A.  B.  Campion's  Note  of  the  16th  inst.  discounted  at 

.Merchants'  Bank,  and  net  proceeds  placed  to  our  credit. 
Face  of  Note,  $2437.50  ;  Discount  fur  22  days  at  8  per 
cent.,  $11.75;  net  proceeds,  $2,425.75.  Accepted  J. 
G.  McKenzie  &  Co.'s  Draft  in  favor  of  R.  W.  Easton, 
at  30  days  sight,  for  $1,000,  in  full  of  account. 
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29.  Recelyed  from  P.  E.  Sandeivon,  check  for  $o01.06  iu  full 

for  his  Note  of  Oct.  loth,  1S76,  and  protect  charges 
theroon,  paid  by  lis  on  the  19ih  insr.  Gave  .\..}l. 
Mc.Master  a  Sight  Draft  on  T.  C.  Kerr  <k  Co.  for 
$;j43.7o,  in  payin.'Ut  of  Mccount.     Cash  mUs,  $178.40. 

30.  Paid  Thos.  Bimuh  &  C'o.'s  Sigiit  Draft  upon  us,  tavor  of  S. 

Clare,  for  $4-l-l6.GO,  per  clieck.  Paid  1  month's  rent 
of  store,  $75  ;  Clerk  hire,  $240. 

Inventory  of  effects  not  shown  on  Ledger : — 

]\Ierchandise  unsold         -         -         -      §5221   83 
Shipment  to  Kerr  &  Co.,  No.  2        -  225  00 

Total  Nd  Gain $453  70 

Geo.  Jnisoii's  share  of  Net  Gain        -         •  276  55 

H.  Cummings'       "  "  .        -  177  15 


JOURNAL  DAY  BOOK.— SET.  TL- 

Observe  particularly  the  following  form,  that  you  may  bo 
able  to  express,  in  this  manner,  any  conceivable  transaction, 
combining  all  the  essential  points  of  the  sep  rate  Day  Book 
and  Journal.  Where  more  practical  foims,  for  the  pnipose  of 
con<lensation,  are  not  in  use,  the  Journal  Day  Buck  meets 
witii  great  favor,  as  being  both  plain  and  practical. 

In  writing  up  this  boolc,  make  your  Journal  entry  first,  from 
the  record  of  transactions  ;  then  write  the  explanation  imme- 
diately under  it  in  a  smaller  hand,  conimencii;g  about  half  way 
between  the  centre  of  the  page  and  the  date  column,  as  illus- 
trated in  the  foUowius 
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FORM  OF  JOURNAL  DAY  BOOK. 
January  1,  1877. 


0) 


Geo.  Wilson  and  Henry  Cum- 
mings  have  this  day  entered  into 
co-partnership  as  Dry  Goods,  Gro- 
cery and  Commission  Merchants, 
under  the  fii-m  name  of  "  Wilson 
&  Cummings,"  agreeing  to  share 
gains  and  losses  in  proportion  to 
capital  invested. 


Sundries,  Dr.  to  Geo.  Wilson 

For  effects  invested. 

Cash 

As  per  C.  B. 

Merchandise 

As  per  Inventory 

Bills  Receivalde 

p.  R.  Sanderson'8  Note,  m  per  B.  B. 


Sundries,  Dr.  to  Henry  Cummings 

For  effects  invested. 

Cash 

As  per  C.  B. 

Bills  Receivable 

W.  J.  Peterson's  Note,  as  per  B.B., 
bearing  interest  at  8  per  cent. 

Interest 

Accrued  on  above  Note  to  date 
9 


Merchandise  Dr. 


To  A.  R.  McMaster 

Bonqfln  from  him  on  acc't, 

4  cases  Muslin,  5,200  yds.,  at  20c 


Cash  Dr. 

To  Merchandise  | 

Sales  tliis  day,  taken  from  Casbj 
Box. 

Amount  forward 
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2800,00 

30oo:oo 

50000 


3000 
1000 

35 


1040  00 


170 


11546 


50 


01 


6300 


GO 


4035 


51 


1040  00 


170 


50 


11546  01 
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(2) 


January  2,  1877. 


Brought  forward 

Merchants'  Bank  Dr. 
To  Cash 

Amount  deposited. 

3 


Merchandise  Dr. 

To  J.  G.  :McKenzie  &  Co. 

Bought  on  acc't, 
8  C.1SCS  Prints,  3,210  yds. , 

at  10c.  -        -        -        -    $321  00 
4  eases  Print*.  3,500  yds., 

at  luc.  -        -        •        -      £25  00 


Expense  Dr. 

To  Cash 

Paid  for  repairs 
Freijflit  and  draya^e 

-      $50  40 
10  60 

Cash  Dr. 

To  Merchandise 

Sales  tliis  day,  from  till. 


Ship't  to  Kerr  &  Co.,  No.  1,  Dr. 
To  iMeifhauJise 
"    C;.sh 
Shijiijcd  to  J.  C.  Kerr  &  Co.,  to  be 
sold  111)  (lur  acci.unt  and  risk — 
•  1  case  Tweeds,  10  pes,  350 

yds.,  at  ;$!  50-        -        -  $525  00 
Paid  Insurance  on  same   -      11  60 


Cash  Dr. 

To  Merchandise 

Sales  this  day. 


11546 


4000 


84G 


61 


320 


536 


240 


17550 


01 


00 


00 


00 


00 


50 


2  J 


11546 


4000 


846 


61 


320 


525 
11 


240 


17550 


01 


GO 


00 


00 


00 


00 
50 


70 


21 


NOTB. — The  foregoing  form  is  considered  sufficient  to  illustrate  the  mode  of  entering 
transactions  in  thi^  t»ook.  Observe  the  same  form  thmushciut  tlie  remainder  of  the  Set, 
Joumalizliig  the  transaction  first,  and  giving  the  explanation  immediately  under  it. 
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SET  VII.— GROCERY  BUSINESS. 

Books  to  be  used. — Journal  Day  Book,  Cash  Book,  Bill  Book, 
Invoice  Book,  Sales  Book  and  Ledger. 

Forma  and  •xpluuttions  of  those  booka  not  before  used  will  ba  found  immediately  after 
the  Set. 

January  2,  1877. 

A.  R.  Sanderson  and  Wm.  Golden  form  a  co-partner- 
ship for  tlie  purpose  of  conducting  the  Wholesale  and  Retail 
Grocery  and  Produce  Business,  agreeing  to  share  gains  and 
losses  equally. 

A.  R.  Sanderson  invests — 

Merchandise,  as  per  Inventory          -         -  $5000  00 

Balance  of  account  due  from  A.  S.  Austin  870  00 

Cash,  as  per  C.  B. 41:30  00 

Wm.  Golden  invests — 

Cash,  as  per  C.  B. $9000  00 

Balance  of  account  due  from  H.  Gordon  -      1000  00 

Engaged  James  Spry,  Wm.  Active,  George  Storey  and  Isaac 
Porter,  as  clerks,  at  §480  each  per  year,  salaries  payable 
monthly.* 

3.  Sold  T.  C.  Kerr,  St.  Catharines,  on*  his  Acceptance  at  10 

davs,  5  bbls.  Crushed  "A"  Sugar,  1000  Ibs^  at  I2.IC.3 
8  Gbls.  Strong  Bakers'  Flour,  at  ^6  ;  10  bbls.  Spring 
Flour,  at  $5.50  ;  10  bbls.  Extra,  at  $7;  15  bbls.  Supe- 
rior Extra,  at  $7.25.     Cash  sales  this  daij,  $120.30. 

4.  Paid  for  advertising  business  in   daily  papers,  $115.60. 

Sold  A  S.  Austin,  Guelph,  on  acc't,  5  bbls.  Salmon 
Trout,  at  $14;  20  bbls.  Herrings,  at  $4;  40  bbls.  Su- 
perior Extra  Flour,  at  $7.75.  Paid  for  set  of  books  for 
store,  $15.60.  Ca^h  sales  to-day,  SI 70.55. 
6.  Bought  of  Smith  &  Keighlf}-,  Toronto,  on  acc't,  650  lbs. 
Java  CofiVe,  at  32c. ;  1500  lbs.  No.  2  Sugar,  at  9c.  ; 
965  lbs.  Uncolored  Japan  Tea,  at  56c.  ;  560  lbs.  Young 
Hyson,  at  74c.  ;  750  lbs.  Prince  of  Wales'  Tobacco,  at 
3Uc.  Paid  Wm.  Active,  on  account  of  wages,  $5.50. 
Cash  sales,  $150. 

*  Aj  no  value  is  exchanged,  a  memorandum  of  this  in  the  Journal  it  all  tkat  i»  ««quired. 
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6.  Deposited  in  Merchants'  Bank,  $12000.     Had  T.  C.  Kerr's 
Acceptance  of  the  3rd  inst.  discounted  at  Bank.     Face 

of  Acceptance,   8 ;  Discount  off,   at  8   per  cent., 

$ ;  Cash  received,  $ . 

Note. — Observe  the  manner  in  which  this  tiaiipp.ction  is  entered 
in  the  C.  B.  Instead  of  entering  only  the  aniouiit  actually  received, 
and  <lebiting  Discount  in  the  Journal,  the  full  amount  of  the  Note  is  en- 
tered on  the  Dr.  side  of  the  C.  B..  as  though  it  had  actually  been  received, 
and  the  Discount  is  entered  on  the  (Jr.  side.     See  entry  in  C.  B. 

8.  Bought  of  Rinimer,  Gunn  &  Co.,  Montreal,  on  4  months' 

credit,  or  4  per  cent,  off  for  cash,  2,400  lbs.  Crushed 
"A"  Sugar,  at  12c.;  1,500  lbs.  Eleme  Figs,  at  15c.; 
1,300  lbs.  S.  S.  Almonds,  at  2Ic.  Paid  freight  on  above, 
$10.70.  A\'m.  Golden  withdrew  on  acc't,  8150.  Cash 
sales,  $186.50. 

9.  Bought  of  J.  A.  Mathewson,  Montreal,  on  3  months'  credit, 

or  3  per  cent,  off  for  cash,  lOU  boxes  Layer  R;iisitis,  at 
$2.25  ;  5  bbls.  Zante  Currants,  at  $12.50.  Paid  freight 
on  same,  $.5.40.      aish  sales,  $216.80. 

10.  Sold   P.   D.    Conger,    Toronto,   on  30  days'  credit,  2  bags 

Java  Coffee,  250  lbs.,  at  40c.  ;  2  half  chests  Colored 
Japan,  125  lbs.,  at  70c. ;  500  lbs.  Crushed  "A"  Sugar, 
at  13c.  Received  from  A.  S.  Austin,  cash  on  acc't, 
$500.      Cash  salrs,  $265.30. 

11.  Received  from  H.  Gordon,  his  Note  at  3  months,  for  $400, 

to  be  applied  on  account.  Paid  for  sundry  expenses, 
$12.50.     Cash  sales,  $210.50. 

12.  Sold  T.  C.  Kerr,  St.  Catharines,  on  his  Note  at  2  months, 

10  bbls.  White  Fish,  at  $6  ;  10  bbls.  Salmon,  at  $14  ; 
3  bags  Kio  CoffVe,  136,  12,  151,  is,  153,  17,*— 396  lbs. 
net,  at  40c.     Cash  sales,  $175. 

*  The  large  numbers,  as  1.36,  represent  the  gross  weight,  and  the 
•mall  numbers  to  the  right,  as  12,  the  number  of  lbs.  tare. 

13.  Bought  of  J.  Carruthers  &,  Co.,  Kingston,  for  Cash,    10 

bbls.  Golden  Syrup,  at  $24.40  ;  4  bl)ls.  Bordeaux  Vine- 
gar, $10.50  ;  100  bbls.  Salt,  at  $1.50.  Remitted  Rim- 
mer,  Gunn  &  Co.,  Montreal,  Bank  Draft,  in  full  for  their 
invoice  of  the  8th  inst.  ;  less  4  percent,  discount.  Paid 
Cash  for  the  Draft,  J  pei-  cent.  Exchange,  and  the  ne- 
cessary stamps.  A.  R.  Sanderson  witlidrew  on  acc't, 
$200.     Paid  Isaac  Porter  on  acc't  of  salaiy,  $12. 

Mote. — In  the  above  remittance  the  4  per  cent,  discount  amnnntp  to 
$31.86,  which,  deducted  from  th  j  face  of  the  invoice,  leaves  $764.64, 
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the  amount  of  the  face  of  the  Draft.  The  stamps  required  (3c.  on  every 
$100  or  fractiou  thereof),  amount  to  24c.,  and  theejfchange  to  9fic.  Tbt) 
caah  actually  paid  out  is,  face  of  Draft,  §764.04;  Stamps,  24e. ;  Ex- 
change, 96c.;  total,  .S765.84 — and  the  difference  between  this  and  the 
face  of  the  invoice,  S79G.50,  is  $30.66,  the  amount  actually  gained  by 
paying  this  bill  within  30  daj's. 

The  entry  is  made  in  the  C.  B.  similar  to  the  Acceptance  discounted 
on  the  0th  iust.  The  full  amount  of  invoice  is  entered  on  the  Cr.  side, 
and  the  discount  on  the  Dr.  side.     See  entry  in  C.  B. 

15.  Sold   H.  Gordon,  Banie,   on   acc't  at  30  days,    10  bbls. 

Apples,  at  $4.50  ;  10  bbls.  Mess  Pork,  at  $15  ;  2.5  bbls. 
Spring  Bakers'  Flour,  at  $7.  Had  H.  Gordon's  Note  of 
the  llth  inst.  discounted  at  Merchants'  Bank,  and  net 
proceeds  left  to  our  credit.  Face  of  Note,  $400  ;  Dis- 
count off,  at  8  per  cent,  per  annum,  §7.80;  Net  pro- 
ceeds, $3y2.20.     Ca,^h  sales,  $2i5M. 

Note. — The  net  proceeds  of  the  above  note  being  left  in  the  Bank 
to  the  Cr.  of  the  firm,  no  entry  is  made  in  the  C.  B.     The  Journal  entry 

is,— Bank  Dr.,  § ;  Discount  Dr.,  $ ;  To  Bills  Kec,  $ .     See 

Journal  Day  Book, 

16.  Accepted  Smith  &  Keighley's  Draft,  at  10  days,   for  the 

amount  of  their  invoice  of- the  5th  inst.,  $ .     Paid 

for  repairing  store,  $65.75. 

17.  Sold  P.  D.  Coriger,  Toronto,  for  his  Acceptance  at  GO  days, 

1200  lbs.  Cheese,  at  lie.  ;  20  bbls.  Extra  Bakers'  Flour, 
at  $7.50;  30  bbls.  Superior  Extra  do,  at  $8  ;  10  bbls. 
Salmon  Trout,  at  $14  Eemitted  J.  A.  Mathewson, 
Montreal,  Bank  Draft  in  full  fur  his  invoice  of  the  9th 
inst.,  less  3  per  cent,  discount.  Gave  clieck  for  Draft, 
^  per  cent.  Exchange,  and  necessarj'  stamps.  Cash  sales, 
$180.70. 

18.  Received  from  H.  Gordon,  Cash  on  acc't,  |400.     Had  P. 

D.  Conger's  Acceptance  of  the  17th  inst.  discounted  at 
Merchants'  Bank,  at  8  per  cent,  per  annum,  and  net 
proceeds  left  to  credit.  Paid  one  quarter's  rent  of  store, 
S200.     Cash  sales,  $l^J5. 

19.  Bouiiht  of  H.  A.  Nelson  &  Sons,  Toronto,  $200  doz.  Corn 

B^rooms,  at  $3.25;  20  doz.  at  $4 ;  20  doz.  at  $4.25. 
Gave  in  payment  check  on  Merchants'  Bank  fur  the 
amount.     Deposited  in  Merchants'  Dank,  S200. 

20.  Sold  A.  S.  Austin,  Guelph,  on  acc't,  15  bbls.  Salmon  Trout, 

at  $14  ;  8  bbls.  White  Fish,  at  $6;  25  bbls.  Herrings, 
at  $4.  Paid  sundry  items  of  expense,  $25.60.  Re- 
ceived from  H.  Gordon,  Cash  on  acc't,  $20.  Cash  salts, 
$226. 
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22.  Gave  H.  A.  Nelson  &  Sons  a  Draft,  at  10  days,  on  H.  Gor- 

don, for  ^200.  Eoiipht  of  Cramp,  ToriaiKc  &  Co., 
Toronto,  on  acc't  at  GO  days,  or  3  jier  cent.  oflF  for  cash, 
12  ba-s  Rio  Ciffi-e,  15 GO  lbs.,  at  32c.  ;  10  chests  Gun- 
powder Tea,  MTo  lbs.,  at  GOc. ;  10  boxes  Western  Leaf 
Tobacco,  at  $41.60.     Cash  sales,  $216.40. 

23.  Accepted  A.  S.  Au.stin's  Draft,  at  3  days'  sight,  for  $200. 

Received  from  Henry  Gordon,  his  Note  at  3  months,  for 
$300.     Paid  James  Spry,  on  acc't  of  waLjes,  $20. 

24.  Sobl  T.  C.  Kerr,  St.  Catliarines,  on  acc'^,  425  lbs.  Factory 

Cheese,  at  12c.;  4  boxes  Prince  of  Wales'  Tobacco, 
114,  10,  116,  19,  118,  20,  120,  20—390  lbs.  net,  at 
32c.  Had  H.  Gordon's  Note  of  the  23rd  inst.,  dis- 
counted at  INIerchants'  Bank.     Face  of  Note,  $ ; 

Discount   off,  at  8  per  cent,  $ ;   Cash  received, 

$ .     Received  from  A.  S.  Austin,  to  be  applied  on 

acc't,  GOO  bbls.  Goderich  Salt,  at  $1.50.  Cash  sales 
$145.25. 

25.  Accepted  Cramp,  Torrance  ^:  Co.'s  Draft,  at  60  days,  for 

amount  of  tlieir  invoice  of  the  22nd  inst.,  $ .  Re- 
ceived from  H.  Gordon,  Cash  to  balance  his  acc't, 
$ .     A.  R.  Sanderson  withdrew  on  acc't,  $145. 

26.  Bought  of  Smith  <^  Keighley,  Toronto,  20  half  chests  Gun- 

powder Tea,  1145  Ihs.,  at  6Gc.  ;  10  do  Colored  Japan, 
660  lbs.,  at  GOc.  ;  10  bbls.  Standard  Syrup,  370  galls., 
at  34c.  Paid  tliem  Cash,  $1000,  balance  to  remain  on 
acc't.  Paid  J.  Spry,  on  acc't  of  salary,  $10.  Cash  sales, 
$218.20. 

27.  Bought  of  Rimmer,  Gunn  &  Co.,  on  3  months'  credit,  60 

bbls.  Crushed  "  A"  Sugar,  12000  lbs.,  at  10|c. ;  75  bbls. 
Yellow  Sugar,  15000  lbs.,  at  8c.  ;  50  bbls.  Porto  Rico 
Sugar,  lOboO  lbs.,  at  7c.  Paid  Taxes,  $40.60;  for 
cleaning  store,  $4.50. 

29.  Sold   P.   D.   Conger,  Toronto,  for  Note  at  3  months,  30 

bbls.  Salmon  Trout,  at  $14.  Paid  our  Acceptances  due 
this  day,  per  check, — one,  favor  of  Smith  &  Keighley, 
and  the  other  f<cvor  of  A.  S.  Austin. 

30.  Receivul  /rom  A.  S.  Austin,  Cash  on  acc't,  $100.     Bought 

of  G.  C.  Winger,  Brighton,  for  Cash,   10  bbls.  S'lmo" 
Trout,  at  $9  ;    25  bbls.  Wliite  Fish,  at  $5 ;    I     Vtl 
Heniiigs,  at  $3.    Wm.  Golden  withdrew  on  acc't,  ^215. 
Cash  sales,  $275.60. 
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31.  Paid  Clerks  in  full  for  services  to  date,  per  check.     Paio 

for  Advertising,  per  check,  $56.20. 

Note. — Make  two  entries  of  settlement  with  Clerks.  First,  debit 
Expense  $100,  and  credit  each  Clerk  $40,  amount  of  wages  for  the 
month.  Next,  ascertain  the  amount  actually  due  each,  and  make  a 
second  entry  debiting  the  Clerks,  and  crediting  the  Bank  with  the 
amount  paid. 

Merchandise  remaining  unsold,  ns  per  Inventory  Book,  $14550. 


REMARKS  ON  SET  VII. 

In  this  Set  is  represented  a  practical  method  of  keeping 
books  which,  wilh  slight  variation,  is  adapted  to  almost  every 
kind  of  business.  The  Cash  Book,  Invoice  Book  and  Sales 
Book  are  used  as  books  of  original  entry.  The  Journal  Day 
Book  and  Bill  Book  are  kept  after  the  form  adopteil  in  the 
preceding  Set.  It  will  be  observed  tliat  this  mode  of  keeping 
accounts  les.sens  the  explanations  required,  and  greatly  facili- 
tates reference  to  the  several  entries ;  and  by  taking  the  totals 
of  certain  accounts,  instead  of  each  separate  item,  the  labor  of 
posting  is  very  much  reduced.  Although  certain  accounts,  as 
Cash,  Merchandise  and  Expense,  are  not  posted  till  the  end  of 
each  month,  Personal  accounts  can  be  kept  fully  posted  and 
ready  for  settlement  at  any  time — a  great  desideratum  in  many 
business  houses;  and  most  of  the  work  connected  with  the 
books  can  be  done  as  the  transactions  occur,  thereby  prevent- 
ing the  accnmulation  of  work  at  periodic  intervals,  as  is  the 
case  when  the  Invoice  Book,  Sales  Book  and  Cash  Book  are 
Joui-nalized  at  the  end  of  each  month. 

The  books  shoulil  be  written  up,  as  in  the  preceding  Set. 
All  the  futries  in  the  different  books  for  one  day  shonld  be 
made  before  any  of  the  succeeding  day.  To  avoid  confusing 
the  pupil  with  too  many  operations  at  once,  it  is  better  to  omit 
posting  until  all  the  other  work  of  the  Set  is  completed,  but  in 
actual  business  the  posting,  as  well  as  writing  the  entries, 
should  be  done  from  day  to  day. 


JOURNAL  DAY  BOOK. 

The  form  of  this  book  is  the  same  as  that  of  Set  VI,  and 
requires  no  further  explanation.  It  is  used  for  such  miscella- 
neous entries  only  as  have  no  special  book  appropriated  to  them. 
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INVOICE  BOOK 


All  purchapes  of  merchandise  are  entered  in  this  boolc  The 
form  adopted  in  tliis  Set  is  to  copy  the  invoices  in  full.  This 
gives  a  book  record  of  the  det;uls  of  merchandise  purchased,  in 
case  the  original  invoice  should  be  lost  or  destroyed. 

It  is  as  convenient,  and  saves  a  great  amount  of  writing,  to 
paste  the  original  invoices  into  a  large  book  made  for  the  pur- 
pose. In  some  business  houses,  where  the  invoices  are  long, 
they  are  filed  and  numbered,  and  only  an  abstract  of  them 
entered  in  this  book,  with  the  number  for  reference.  It  is  more 
convenient  to  refer  to  original  invoices,  by  means  of  an  index 
to  a  book  in  which  tiiey  are  pasted,  than  by  seeking  them 
from  files. 

In  whatever  form  the  Invoice  Book  is  kept,  every  entry  af- 
fecting the  debit  side  of  Merchandise  Account  should  originate 
here  ;  wiien  this  is  done  it  becomes  a  direct  check  upon  the 
I'r.  side  of  the  INIerchandise  Account  in  the  Ledger. 

Merch.andise  bought  on  account  is  posted  from  this  book 
directly  to  tlie  credit  of  the  person's  account  from  whom  bought, 
and  when  bought  for  a  note  or  acceptance,  it  is  posted  diiectly 
to  the  credit  of  Bills  Payable,  without  passing  through  the 
Journal. 

^leichandise  purchased  for  cash  is  entered  in  this  book,  and 
also  in  tlie  Cash  Book.  It  is  not  posted  until  the  end  of  the 
month,  when  the  total  amount  is  brought  from  the  C.  B.,  and 
added  to  the  footing  of  this  book,  and  then  posted  in  total  to 
the  debit  of  Mefchandise  Account. 


SALES  BOOK. 

All  sales  of  merchandise  are  entered  in  this  book.  The 
amounts  of  goods  sold  on  account  and  for  notes  are  placed  in 
the  outer  column,  and  posted  directly  to  the  debit  of  the  pur- 
chaser's account,  or  to  the  debit  of  Bills  Receivable  Account, 
ill  the  Ledger. 

A  merciiandise  column  is  kept  in  the  Cash  Book,  in  which 
all  cash  sa  es  of  merchandise  are  entered,  therefore  these  are 
not  entered  in  the  Sales  Book  until  the  end  of  the  month, 
when  the  total  cash  sales  are  brought  from  tlie  Cash  Book  and 
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added  to  the  total  footing  of  the  Sales  Book,  and  all  posted,  in 
one  amount,  to  the  credit  of  the  Merchandise  Account  in  the 
Ledger. 

Wholesale  houses  generally  enter  cash  sales  in  detail,  as  a 
memorandum,  in  the  Sales  Book,  but  do  not  extend  such  en- 
tries in  the  outer  column,  as  they  are  usually  posted  from  the 
C.  B.  This  system  is  necessary  when  large  sales  are  effected, 
for  reference,  and  to  guard  against  error,  but  it  cannot  be  car- 
ried into  practical  effect  in  a  retail  business,  on  account  of  the 
number  of  petty  sal._-s  that  occur  during  the  day,  the  amount  of 
which  is  ascertained  at  night,  by  counting  the  money  in  the 
drawer. 


CASH  BOOK 

As  the  following  Cash  Book  is  the  book  of  original  entry  for 
all  such  transactions  as  are  cntei^d  upon  it,  great  care  is  neces- 
sary in  making  these  entries. 

They  should  be  made  in  such  a  manner  that  any  person 
may  be  able  to  determine  what  account  v/as  intended  to  be 
debited  or  credited  for  the  money  })aid  or  received.  For  this 
purpose  the  following  Rule  should  be  observed  : 

When  money  is  received,  write  the  name  of  the  account  to 
be  credited  for  it,  next  the  folio  or  date  column  on  the  left 
side,  and  the  words  of  explanation,  on  the  same  line  a  little  to 
the  right.  When  money  is  paid  write  tlie  name  of  the  account 
to  be  debited  for  it,  next  the  folio  or  date  column  on  the  right 
side,  and  the  words  of  explanation  on  the  same  line,  a  little  to 
the  right. 

The  Ledger  titles  should  be  kept  in  a  perpendicular  column, 
separated  by  a  slight  space  from  the  words  of  explanation. 
And  it  adds  greatly  to  the  appearance  of  the  book  to  begin  the 
words  of  explanation  all  on  a  perpendicular  line  made  by  a 
light  pencil  mark,  and  to  write  them  one-half  smaller  than  the 
Ledger  titles. 

Post  items  from  the  Cash  Book,  Journal  Day  Book,  Invoice 
Book,  and  Sales  Book,  in  the  same  order,  as  regards  the  dates 
when  the  transactions  were  entered. 

This  is  a  very  convenient  form  for  a  Cash  Book  to  be  kept 
in  connection  with  a  general  merchandise  business.  The  fea- 
ture of  special  columns  may  be  extended,  if  desirable. 

It  will  be  seen  that  all  cash  entries,  debit  and  credit,  except 

166 


BOOK-KEEPING. 

sales  of  merchandise,  are  taken  to  the  Ledger  from  this  book, 
together  with  all  accounts  producing  or  costing  cash. 

The  columns  headed  "Merchandise"  and  "Expense"  will 
be  found  very  convenient  for  posting.  Sliould  the  cash  trans- 
actions of  a  month  extend  over  several  pages,  the  footings  of 
these  columns  are  brought  forward  to  the  end  of  the  month, 
and  posted  in  total.  The  check  marks  in  the  column  follow- 
ing dates,  are  maile  to  indicate  that  the  amounts  opposite,  in 
the  "Merchandise"  and  "Expense"  columns  are  not  to  be 
posted,  and  tlie  figures  are  the  pages  of  the  accounts  in  the 
Ledger  to  which  the  amounts  in  the  "  Sundries  "  column  oppo- 
site, have  been  posted.  The  meth  id  of  posting  from  the  Cash 
Book  is  extremely  simple. 

The  amounts  in  the  "  Sundries  "  column  on  the  Dr.  side  are 
posted  to  the  credit  of  their  respective  accounts — the  page  of 
the  Ledger  benig  indicated  in  the  folio  column,  and  the 
amounts  in  the  '•  Sundries  "  column,  on  the  Cr.  side,  to  the 
dehii  of  their  respective  accounts.  The  footing  of  the  "  Mer- 
chandise "  column,  on  the  Dr.  side,  at  the  end  of  the  month,  is 
not  posted,  but  carried  to  the  Sales  Book  and  added  to  the 
other  sales,  and  posted  therefrom.  The  total  footing  of  t-he^ 
"  Expense  "  colamn,  on  the  Cr.  side,  is  posted  to  the  debit  of' 
Expense  Account.  The  Cash  received,  or  amount  of  the  Dr. 
side  of  the  Cash  Book,  is  then  posted  to  t!ie  debit  of  Cash 
Account,  and  the  total  footing  of  the  Cr.  side,  or  cash  dis- 
bursed, to  the  credit  of  Cash  Account  in  the  Ledger. 

As  the  debit  side  ot  the  Cash  Book  contains  the  credits  of  all 
accounts  producing  cash,  and  the  credit  side  the  debits  of  all 
accounts  costing  cash,  it  will  be  seen  that  when  the  above 
posting  is  completed  a  double  entry  is  effected. 

BILL  BOOK. 

The  Bill  Book  in  this  set  is  not  used  as  a  book  of  original 
entry  to  post  from,  but  as  an  auxiliary.  To  save  room  we  have 
not  given  it.  No  dilhculty,  however,  will  be  experienced  by 
the  pupil  in  supplying  it,  as  he  has  already  had  two  examples 
of  its  form  and  use  in  former  parts  of  this  work.  By  the  ad 
dition  of  a  few  more  columns,  it  may  be  so  ke])t  as  to  post  from, 
and  thus  relieve  the  Journal  Dav  Book  from  some  entries 
which  must  otherwise  be  made  there. 
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JOURNAL  DAY  BOOK, 
INVOICE  BOOK, 
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CASH  BOOK, 

AS  BOOKS   OF  ORIGINAL  ENTRY; 

THE  POSTING   TO   THE  LEDGER  BEING  DONE  DIREOTLZ 
FROM   THEM. 
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JOURNAL  DAY  BOOK.— SET  VIL 

Toronto,  January  2,  1877.  (1) 


A.  R.  Sanderson  and  Wm.  Golden  have 
this  day  entered  into  co-partnership,  for 
the  purpose  of  conducting  business,  as  de- 
fined in  their  Articles  of  Co-partnership  of 
Ithis  date. 


3 
1 


♦A.  S.  Austin  Dr. 

To  A.  R.  Sanderson 
For  balance  from  old  account. 

*  The  Cash  and  Merchandise  invested  are  posted  from 
uhe  Invoice^nd  Cash  Books,  and  therefore  do  not  require 
»a  he  enlereu  here. 


H.  Gordon  Dr. 

To  Wm.  Golden 
For  balance  due  from  old  account. 


Ena^aged  Jas.  Spry,  Wm.  Active,  Geo 
Storey  and  Isaac  Porter,  as  Clerks,  at 
$180  each  per  year,  salaries  payable 
monthly. 

1] 


Bills  Rec.  Dr. 

To  H.  Gordon 

Received  from  him  Note,  aa  per  B.  B., 

to  be  applied  on  account. 
15    


Merchants'  Bank  Dr. 

Discount  " 

To  Bills  Rec. 
Had  H.   Gordon's  Note  of  the  11th 
inst.,    discounted   at   Bar.k,    and   net 
proceeds  left  to  our  credit. 


16 


Smith  &  Keighley  Dr. 
To  Bills  Payable 

Accepted  their  Draft  at  10  days,   for 
the  amount  of  Invoice  of  the  5th  inst, 

Amount  forward 
170 


870 


00 


1000 


870 


00 


400 


392 

7 


1522 


00 


80 


1000 


00 


00 


400 


400 


1522 


00 


00 


80 


4192  80  4192  80 


(2) 


BOOK-iiEEPING. 
TonoNTO,  Januaiy  17,  1877. 


Brought  forward 

4  J.  A.  Mathewson  Dr. 

2  To  Merchants'  Bank 

6  "    Discount 

Remitted  liim  Bank  Di'aft  for  Invoice 
of  Utli  inst.      Discount,   ^6.62 ;    les;? 
Exchange,  34c.;  and  Stamp,  9c. 
xo     • " 


4192  80 
I  2S7  50 


4192180 


27S|3] 
8  19 


2  Merchants'  Bank  Dr. 

GDiscount  " 

2\  To  Bills  Receivable 

P.   D.    Conger's   Acceptance   of   17th 
inst.  discounted,    proceeds  passed  to 
our  credit. 
22 


C53  00 
900 


3H.  A.  Nelson  &  Sons  Dr. 
3  To  H.  Gordon 

j         For  our  Draft  at  10  days  on  H.  Gor- 

I        don. 

! 23 


3  A.  S.  Austin  Dr. 

2  To  Bills  Payable 

Accepted  liis  Draft  at  3  days'  sight. 


2  Bills  Rec.  Dr. 

3  To  H.  Gordon 

I         For  his  Note  at  3  months. 
I 25    


200  00, 


2OOIOO 


662  ;oo 


200  00 


4  Cramp,  Torrance  &  Co.  Dr. 

2;  To  Bills  Payable 

Accepted  their  Draft  at  60  days,  for 
amount  of  Invoice  of  22nd  inst. 
09    


2  Bills  Payable  Dr. 

2  To  Merchants'  Bank 

Paid  by  cliecli  our  Accei>tances,  favor 
of  Smith  &  Keii,diley,  for  $1522.80, 
I         and  favor  (>f  A.  S.  Austin,  ^2U0. 

I  Amount  forwarc' 

in 


300 


1799 


1722 


9364 


00 


20 


80 


30 


200 


300 


1709 


1722 


00 


00 


20 


80 


9364|30 


BOOK-KKEPINQ. 

ToROi-fTO,  January  31,  1877. 

• 

(3) 

9634!30 

Brouglit  forward 

1     1 
9364|30| 

6 

5 

5 

5 
5 

5 
5 
5 
5 
2 

Expense  Dr. 

To  James  Spry 
"    William  Active 
"    George  Storey 
"    Isaac  Porter 
For  the  month's  wages. 

I60I00' 

1     1 

1 
1     1 

1 

lo'oo 

34  50 
40  00' 
28,00. 

40 
40 
40 
40 

112 

00 
00 
00 
00 

James  Spry       Dr. 
William  Active  " 
George  Storey     '■ 
Isaac  Porter        " 

To  Merchants'  Bank 

For  amouut  due  them  severally,  paid 

per  check. 

50 

9636 

80 

9686  80 
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BOOK-KEEPING. 


INVOICE  BOOK— SET  VII. 
Toronto,  January  2,  1877. 


0) 


C.B. 


A.  R.  Sanderson,  Investment 
Merchandise,  as  per  inventory 


Smith  &  Keighley,  Toronto 
650  lbs.  Java  Coflee  at  $  -321 

1500    "    Ko.  2  Sugar  "      '09! 

965  "  Uncol'd  Japan'J'ea"  '56 
560  "  Young  Hyson  "  '74 
750    P.  of  Y,\  Tobacco       "      '30 


Rimmer,  Gunn  &  Co., 

Montreal 
2400  lbs.  Crushed  "A" 

Sugar  at$  -12 

1500    "    Eleme  FUja  "      -15 

1350    "    S.  S.  AlnioiKls     "      -21 

4  months'  cr.  or  4  per  ce,nt.  ojf'for  cash 


J.  A.  Mathewson,  Muiitreal 
100  bxs.  Layer  Raisins      at  $2.25 
5  bbls.  Zante  Currants   "  12.50 
S  months'  cr.  or  3  per  cent,  off  for  cash 

13  


J.  Carruthers  &  Co.,  Kingston 
j  10  bbls.  Golden  Syrup  at  ^24.40 
I  4  "  Bordeaux  Vin'r"  10.50 
I     100     "     Salt  ".    1.50 

Cash,  as  per  C.  B. 


19 


Paid  H.  A.  Nelson  &  Sons,  Toronto 

200  ddz.  Corn  Brooms       at  $3.25 
20     "  "  "    4.00 

20     "  "  "    4.25 

Merchants'  Bank,  paid  per  check 


Amount  forward 
173 


208  00 
135  00 
540  40 
414  40 
225  00 
I 


288  09 
225  00' 
283  5a 


225  00 
62  50 


24400 

42  00 

150  00 

1. 


436  00 


650  00 
80  00 
85  00 


5000  00 


1522 


80 


796,50 


287,5D 


815  00 


8421  80 


(2) 


BOOK-KEEPING. 
Toronto,  January  22,  1877. 


Broil  ght  forward 

8421 

80 

4 

Cramp,  Torrance  &  Co., 

Toronto 
12  bags  Rio  Coffee, 

1560  lbs.  at  S  .32 

10  chests  Gunpowder  Tea,               i 

1475    "     "      .60! 

10  bxs.  Western  Leaf                      ! 

499 

885 

20 
00 

Tobacco                         "41.50 

415 

00 

1799 

20 

60  days  or  S  per  cent,  off  for  cash 

o^ 

3 

A.  S.  Austin,  Gnelph 

600  bbls.  Goderich  Salt     at  SI.  50: 

0(J 

900 

00 

4 

Smith  &  Keighley,  Toronto 
2U  Lf-chests  Gunp.  Tea, 

1145  lbs.  at  $  ,66 
10         "         Col'd  Japan,                ' 
660  lbs,   "       .60 
10  bbls.  Stand.  Syrup, 

755 
396 

70 
00 

370  gals.  "      .34 

125 

80 

1277 

50 

Cash,  as  per  C.  B.,  $1000. 

4 

30  days'  credit  for  balance.* 
07 

Rimmer,  Gunn  &  Co.,  Mont'l 

60  bbls.  Crushed  "A"  Sugar, 

12000  lbs.  at$  .10^ 

1260 

00 

75     "     Yellow  Sugar, 

1 

15000  lbs.   "      .08 

1200  00 

50     "      Porto  Pico  Sugar, 

C.B. 

Smo7iths              10000  ll)s.   "      .07 

700  00 

3160 

00 

G.  C.  Winger,  Brighton 

10  bbls.  Salmon  Trout       at  $9.00 

9o;oo 

25     "     White  Fish           "    5.00 

125,00 

50     "      Herrings                "    3.00 
Cash,  as  per  C.  B. 

150 

00 

365 

00 

' 

14558 

50 

(' 

Cash piircfiases,  f rem  C.  B. 

Total  Mdse  debit 

- 

1801 

00 

10359 

7o 

1 

•  The  $277.50  is  posted  direcMy  to  the  credit  of  Smith  &  Keighley's  account.  The 
$1000  is  posted  to  the  Cash  a. count  from  the  C.  B.  Or,  Smith  &  Keighley  maybe 
credited  with  the  whole  and  debited  wfth  UniSlOOO. 

174 


BOOK-KEEPING. 


SALES  BOOK.— SET  VIL 
Toronto,  January  3,  1877. 


(1) 


T.  C.  Kerr,  St.  Catharines 
5  bbls.  Crushed  "A"  Sugar, 

1000  lbs.  at  $  •\2h 
8     "     Strong  Baker's  Flour, 

at  §(3.00 

10     "     Spring  "       "    5.50 

10     "      Extra  "       "    7.00 

15     "      Superior        "       "    7.25 

Bills  Rec,  Acceptance  at  10  days 

4    


A.  S.  Austin,  Guelph 

5  bbls.  Salmon  Trout     at  $14.00 
20     "      Herrings  "     '4.00 

40     "      Sup.  Ex.  Flour  "      '^  ^-■ 
10 


P.  D.  Conger,  Toronto 
2  bags  Java  Coffee, 

250  lbs.  at  $  .40 
2  hf-chests  Col'd  Japan, 

125  lbs.    "      .70 
500  lbs.  Crushed  "A"  Sugar*'     .13 
30  days 

12 


T.  C.  Kerr,  St.  Catharines 
10  bbls.  White  Fish  at  $C,.00 

10     "      Salmon  Trout       "  14.00 
3  bags  Rio  Coffee  : 
gross,  tare. 
136  —  12  lbs. 
151  —  15   " 
353-17    " 

C( 

440  —  44  =  396  lbs.  net  at  .40 
Bills  Rec,  Note  at  2  months 
15 


Henry  Gordon,  Barrie 
10  bbls.  Apples  at  $4.50 

10     "     Mess  Pork  "  15.00 

25     "     Sp'g  Baker's  Fl'r  "    7.00 

SO  days 

Amount  forward 
175 


125  00 

48'00 
55  00 


70 
108 


70  00 

80:00 

310  00 

100  00 

50 
65  00 


60  00! 
140  00 


158  40 


45  00 
150  00 
175  00 


370  00 


1847165 


(2) 


BOOK-KEEPING. 

Toronto,  January  17,  1877. 


Brought  forward 

P.  D.  Conger,  Toronto 
1200  lbs.  Cheese  at  $  .11 

20  bbls.  Extra  Baker's 

Flour  "    7.  .00 

30     "      Superior  "        "    8.00 

10     "      Salmon  Trout   "  14.00 

Bills  lisc,  Acceptatt.ce  at  60  days 

20  


A.  S.  Austin,  Giielph 

15  bbls.  Salmon  Trout     at  $14.00 

8     "     White  Fish  "      0.00 

25     "      Herrings  "      4.00! 

24  1 


T.  C.  Kerr,  St.  Catharines 
425  lbs.  Factory  Cheese    at  3  .12 
4  bxs.  P.  of  W.  Tobacco 
lbs.     tare. 
114  — 19 
116  —  19 
118  —  20 
120  —  20 

408  —  78  =  390  lbs.  net  at  .32: 
__ .  29  ! 


P.  D.  Conger,  Toronto 

30  bbls.  Salmon  Trout     at  $14.00 
BiiLS  Reo.,  Note  at  3  months 


Cash  sales  from  G.  B. 

Total  Mdse  credit 


132 


00 


I 

150'00 
240  00 
140l00 


210  00 

48  00 

100  00 


5100 


124 


80 


1847  65 


6G2 


358 


00 


00 


175 


80 


420  00 


3463  45 
322670 


6690' 15 


176 


CASH    BOOK. 


m 


B©OK-KEBPINa. 


Dk. 


CASH. 


CASH  BOOK. 


1877. 

F. 

Mdse. 

Sundries. 

Fan. 

2 

1 

A.  R.  Sanderson 

Investment 

4130 

00 

{I 

1 

Wm.  Golden 

" 

9000 

00 

3 

s/ 

Mdse 

Cash  sales  this  day 

120 

30 

4 

v/ 

(( 

.. 

170 

55 

" 

5 

v/ 

<i 

" 

150 

00 

6 

8 

2 
v/ 

Bills  Rec. 
Mdse 

G.   W.'s  Acceptance 

discounted 
Sales  this  day 

186 

50 

406 

75 

9 

v/ 

ct 

" 

216 

80 

10     3 

A.  S.  Austin 

On  account 

500 

00 

(( 

v/ 

Mdse 

This  day's  salei 

265 

30 

11 

v/ 

n 

'• 

240 

50 

12 

>/ 

(t 

" 

176 

00 

13 
15 

6 

Discount 
Mdse 

R.  0.  &  Co. '8  Invoice 

of  the  Sth 
Sales  tliis  day 

245 

60 

30 

66 

17 

v/ 

<( 

" 

180 

70 

18 

3 

H.  Gordon 

On  account 

^ 

400 

00 

i( 

x/ 

Mdse 

Sales  this  day 

195 

00 

20 

3 

H  Gordon 

On  account 

20 

00 

(( 

v/ 

Mdse 

Sales  this  day 

225 

00 

22 

J 

(( 

" 

216 

40 

24 

2 

Bills  Rec 
Mdse 

H.  G.'s  Note  dis- 
counted 
This  day's  sales 

145 

25 

300 

00 

25 

3 

H.  Gordon 

In  full  of  account 

60 

00 

26   ^/ 

Mdse 

Sales  to-day 

218 

20 

30 

3 

A.  S.  Austin 

On  account 

100 

00 

CC 

^/ 

Mdse 

This  day's  sales 

275 

60 

S.B. 

1 

1 

Total  Mdse  credits 

"         Cash  debits 

1 

3226 

70 

3226 

70 

18164 

11 

17'^ 


BOOK-KEEPING. 


BET 

VII. 

CASH. 

(2) 

T877." 

F. 

J 

- 

1 

Exp'nse 

Sundries. 

Jan. 

4 

Expense 

Advertising  in  Daily 
Set  of  books  for  store     ' 

~      ;       1 

115  60! 

is'eo'^ 

1 

1            1 

1 

" 

5 

5 

Wm.  Active 

On  account  of  wages 

1 

5  50 

it 

6 

2 

Merch.  Bank 

Deposited 

12000  00 

H          (I 

"      8 

6 
6 

Discount 
Frei-ht 

On   G.  W.'s  Accept- 
ance 

On  GoodsfromR.  G. 
&Co. 

j89 
1070 

((        tc 

1 

Wm.  Golden 

Withdrew  on  acc't 

150  00 

"      9 

6 

Freight 

On  Goods  from  J.  A. 
M. 

1 

540 

"    11 

>/ 

Expense 

Sundry  items 

12  50' 

(< 

13 

LB. 

Mdse 

J.  0.  &  Co. '3  Invoice 

1 
I 

436  00 

(( 

u 

5 

Isaac  Porter 

On  account  of  salary 

12  00 

<< 

(( 

I 

A.  R.  Sanderson 

Withdrew  on  acc't 

200  00 

(t 

(( 

16 

4 

Rimmer,  G\um 
&Co. 

Expense 

Full  for  Invoice   of 
8th  inst. 

Repairing^  store 

65 

75 

796 

50 

"   '18 
"   il9 

2 

(t 
1  Merch.  Bank 

Qjuarter's  rent  of 

store 
Deposited 

200 

200 

00 

w 

20 

^/ 

•Expense 

Sundry  items 

25 

60 

1 

<< 

23 

.5    iJas.  Spry 
0    {Discount 

On  accomit  of  wages 

20  00 

<( 

24 

On  H.  G.'s  Note 

605 

(( 

25 

I 

JA.  R.  Sanderson 

Withdrew  on  acc't 

145  00 

26 

LB. 
5 

■Mdse 
iJa3.  Spiy 

Part  of  S.  &  K.'g  in- 
voice 
On  account  of  salary 

1000  00 
10  00 

27 
30 

LB. 

.Expense 
Mdse 

Taxes,  .$40.60 ;  clean- 
ing store,  $i.50 
0.  C.  W.'s  Invoice 

45 

10 

365,00 

1 

(( 

« 

1 

6  1 

1 

VV.  Golden                withdrew  on  acc't 

Total  Expense  debits 
"      Gash  credits 

Balance 

215  00 

480 

15 

48015 

1605S  19 
2105  92 

18164 

u 
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BO©K-KE!Ea?ING. 


LEDGER— SET  VH. 


(1) 
Dr. 


A.    n.    SANDERSON. 


Cb 


18771    J  I 

Jan.llSToCash,  C.BJ2 
"  .25.  "  "  G.B.;j 
"   31i  "     Balance 


I     |I1877 
20000,|Jan. 

1450i)i|    " 
11774  76 


12119  76 


2lByCash,  CB. 
2  "  Mdse,  I.E. 
2  "A.  S.  Aus- 
31  tin,  J. 

Loss  &  Gain 


4130 
5000 

870 


2119|76 
12119:76 


WILLIAM    GOLDEN. 


18771 

1 

1 

1877 

I 

Jan.l  8 

To  Cash,  C.B.'2 

15000 

Jan. 

2 

By  Cash,  CB.  1 

9000  00 

'so 

«'       "     CB. 

2 

215  00 

(( 

2 

"  H.  Gordon.  1 

100000 

'  ^1 

"  Balance 

11754  75 

(( 

31 

J. 

i 

r 

12119  75 

"  Leas  &  Gain 

2119  75 

! 

12119  75 

CiSH. 


1877;        I  .  I 

Jan.  31  To  Sundries 

CB.l 

I 


1810411 


1816411 


I877i    I 

Jan.  31  By  Sundries, 


131 


CB. 
"  Balance 


1605819 

2105  92 

I- 

1816411 


180 


BOOK-KEEPINQ. 


De. 


BILLS  RECEIVABLE. 


(2) 

Or. 


1877     I  I  I     il877 

Jan.    SITo  T.  C.  KerrJ  |     iJan 

I  S.B.ll  406  76 

ll!  "  H.  Gordon,!  ; 

II  J.  a  400  00 

"    12|  "  T.  C.  Kerr,  | 

'  S.B.'l  358  40 

"  1171  "  P.  D.  Con-i  I 

i     j  ger,  S.B.2  662  00 

"   23  *•  H.  Gordon,! 

!     I  J.  2  30000 

"  i29  "  P.  D.  Coii-I 

ger,  S.B.2  42000 

I  254715 


6;By  Cash,  C.B.j  1 1     406  75 


15"  Sundries,  J, 
181  "  "  J. 
24|  "  Cash,  C.B. 
311  "  Balance 


40000 
662  00 
300;00 
778,40 


254715 


MERCHANTS'  BANK. 


P^     .  :'  i     118771 

.I.ai.    6 To  Cash,  C.  B.2  1200000'; Jan.' 17 

,15  "  P..  Rec,  J.  1;      392 20j 

!l8  "    "     "       J.  2!     653100 

19  "  Cash,  C.L'>.  2!     20000' 


13245 


20 


By  J.A.  Math- 
ewson,  J, 
"  Mdse,  LB.l 
"  B.  Pay.,  J.!2 
"  Sundries,J.:3 
"  Baiattce 


27931 

815!00 

172280 

112  50 

1031559 


113245  20 


BILLS  PAYABLE. 


1877,  I 

Jan.  29  To  M.  Bank,  J.  i2 
"   ?1  "  Balaiux 


1722:80 
1799:20: 


3522 


00 


1877 
Jan. 


16By  S.  &K.,  J. 


A.  S.  Aus- 
^in,  J. 
"  C-T.&Co.J. 


1522 

200 
1799 


80 

00 
20 


3522J00 

I 


181 


BOOK-KEEPING, 


Dr. 


A.  S.  AUSTm. 


(3) 


1877 

1 

jlS77 

; 

!i       1 

Jan. 

2  To  A.  R.  San- 

iJan. 

10  By  Cash,  0.  B. 

l!j     50000 

derson,  J.l 

870 

00 

<( 

24  "  Md8e.,T.B. 

2      90000 

(< 

4 

"  Mdse,  S.B.  ] 

.    460 

00 

(( 

30,  "  Cash,  C.B. 

1      10000 

(( 

20 

"       "      S.B.  ^ 

j;   358 

00 

ii 

3l'  "  Balance 

!     388  00 

IC 

23 

"  B.  Pay,    J.  i 

}    20000 
jl88800 

1 

i 
1888  00 

HENRY  GORDON. 


1877 
Jan. 


To  H.  Golden, 

J. 

"  Mdse.,S.B. 


1 

1877 

1 

Jan. 

11 

I 

1000 

00 

" 

18 

1 

i 

370 
1370 

00 

00; 

20 

22 

23 
25 

By  B.  Rec,  J. 
"  Cash,  C.B. 
"  "  C.B. 
"  H.  A.  N.  S: 
Sou,  J. 
"  B.  Rec,  J. 
"  Cash,  C.  B. 


40000 
400,00 

20:00 

20o'oO 

300,00 

50J00 

137000 


H.  A.  NELSON  &  SON. 


1877| 
Jan.  ,22 


To  H.  Gordon.  2 
J 


31LB2/  Bcdance 


P.  D.  CONGER. 


1877 

i;i877,  1 

Jan. 

10 To  Mdse., S.B. 

1! 

2.52 

sa 

Jan.  17  By  Bills  Rec, 

i( 

17!  "       "      S.B. 

2 

662 

00, 

S.B. 

2 

662 

00 

<( 

29  '«       "      S.B. 

21 

420 

00 

"   29 

"       "      S.B. 

2 

420 

00 

1 

1334 

50 

"   31 

"  Balaiice 

252 

50 

1334 

50 

182 


BOOK-KEEPLNQ. 


(4) 

Dk. 


RBI.AIER,  GUNN  &  CO. 


Ck. 


187 

Jan.|l3'To  Cash,  C.B.j2i|  796'50 


31 


"  Balance       I  I  3160  00 


"i877i     ! 

Jan.  I  SBy  Mdse.j.B. 

"   27  "'      "      LB. 


395650 


ill     796  50 
2;  I  316000 


3556  50 


SMITH  &  KEIGHLEY. 


1877 

Jan. 

16 

<( 

26 

n 

31 

To  B.  Pay,  J. 
"  Cash,  C.B. 
"  Balance 


11152280 

2:1000  00 
I  277,50 

ibsoo'so 


1877 
Jan. 


5ByMd3e,  LB. 
26  "       "       LB. 


1522'80 
1277,50 


2800 '30 


J.  A.  MATBEWSON. 


1877;    I 

Jan.  |17iTo  Sundries,  J.  2 


I    111877 
28750  Jan. 


ByMdse,  LB. 


28750 


CRAMP,  TORRANCE  &  CO. 


18771     t  I 

Jan.  ]25  To  Bills  Pay., '2 

I  J.I 


179920 


18771 
Jan.  22 


By  Mdse,  LB. 


1799 


20 


T.    C.  KERR. 


1877 

1 

1          1 

1877 

> 

Jan.'  3To  Mdse,  S.B.I 

l!   40675 

Jan. 

3 

By  Bills  Rec, 

406 

75 

"    12  "       "      SB. 

L'   358  40 

SB. 

1 

"    24   "       "      S.B.I 

li  170 

80 

<? 

12 

"       "       S.B. 

1 

358 

40 

1     <t 

31 

"  Balatvce 

175 

80 

940 

.35 

'     940 

95 

ISi 


BOOK-KEEPING. 


Ds. 


WILLIAM  AOTIYE. 


0) 

Cr. 


1877J 
Jan.    5 


To  Cash,  O.B. 
"  M.Bank,J. 


By  Expense,  J.  i  3 


40 


40 


00 


00 


JAMES    SPRY. 


1877;    I 

Jan. '23  To  Cash,  C.B. 

"   26  "       "      C.B. 

"  |3ll  "  M.Bauk,J. 


By  Expenae,J. 


40 


40 


00 


00 


GEORGE   STOREY. 


1877     I 

Jan.  31! To  M.Bank,  J, 


I  I       i    Iil877| 
3      4000  Jan.  31 


By  Expens6,J.    3 1      4000 


ISAAC   PORTER. 


I877 
Jan. 


To  Cash,  O.B. 
"  M.Bank,J. 


3l!By  Expense,  J|  3 


4000 


40  00 


MERCHANDISE. 


18771 
Jan.  31 


To  Sundries, 

LB.  2 
"  Loss<&  Gaw 


1C359 

4880 

21240 


18771    I 

Jan.  31|By  Sundries, 
I     I  SB 

•'  I  "l  "  Bal.  Inv'ty. 


6690 
14550 
121240 


15 
00 
15 


1«4 


BOOK-KEEPING. 


(6) 

De. 


DISCOUNT. 


Cr. 


1877 

1  1 

1 

Jan. 

6 

To  Cash,  C.B.b! 

189 

(( 

15 

"  B.  Rec,  J.ll 

780 

<< 

18 

«     U       U          J    2' 

900 

<« 

24 

"  Cash,  C.B.2 

6  05 

(( 

31 

"  LossdbGainl 

loll 
38  85 

lS77[     I 
189  Jan..  13 By  Cash,  C.B. 
[171  "  J.  A.  Math- 
I  ewson,  J. 


3066 
819 


38tl5 


EXPENSE. 


1877 
Jan. 


31  To  Sundries,  J.  3 
"i  "         "    C.B.  2 


16000 
48015; 


6401^ 


1877 
Jan. 


31 


By  Loss  dc  Gain  I 


6401' 


'     640 


15 


FREIGHT. 


1877 
Jan. 


8 To  Cash,  C.B.2 
9  "       "      C.B  12 


I     |1^77|    I 
10  70  Jan.  \^lBy  Lossdb  Gain 

5I401I         I     i 

n^l      I  I 


1610 


lelio 


LOSS  AND  GAIN. 


1877 

18<7 

— 

1 

Jan. 

31 

To  Expense 

640  Ic 

Jan. 

31  By  Mdse 

4880 

65 

(( 

"  Freight 

IG 

a 

(( 

"  "  Discount 

15 

n 

(( 

(( 

"  A.  K  San- 
derson 

2119 

76 

« 

(( 

"  W.  Golden 

2119  75 

'4895 

(6 

4895 

76 

Ido 


BOOK-KEEPING. 


Dr. 


BALANCE. 


(7) 

Cr. 


1877i     -  I 

Jan.  131  To  Cash 
"  I  "i  "  B.  Rec.        I 
"'  '=  M.  Bank     I 
'•!'•'  A.  S. Austin! 
"i  "  H.  A.  K  &; 
Sonj 
-"   "P.D.Congerl 
"I  "  T.  C.  Kerr  I 
"  "  Mdse. 


1877 
2105  92  Jan.  31  By  B.  Pay. 


8  40 
10315  59 
388  OOj 

i 

I    200  ooi! 

252  50;l 

175  80;| 

1455000 


28766  21 


"  R.  G.  &  Co, 

"j  "  Smith  &  K: 

"  "  A.    R.  San-^ 

derson 

"  "  W.  Golden 


179920 
316000 

!     277  50 

11177476 
:  11754  75 


2876P21 


BOOK- KEEPING. 


BALANCE   SHEET. 

A  "  Balance  Sheet "  is  a  collection  of  all  the  differences 
of  the  Ledger  accounts,  arranged  so  as  to  show  at  one  view 
the  results  of  the  business.  It  embraces,  in  fact,  the  Balance, 
Loss  and  Gain,  and  Stock  Accounts.  The  following  form, 
although  simply  headed  "  Balance  Sheet,"  includes  also  the 
"  Trial  Balance." 

The  manner  of  preparing  it  is  as  follows : 

L  Take  a  sheet  of  paper  of  proper  size,  and  for  a  border, 
rule  double  red  lines  around  the  margin. 

2.  Rule  parallel  head-lines,  leaving  proper  space  lor  double 
headings,  as  in  the  example. 

3.  Ascertain  the  number  of  Ledger  accounts  to  be  repre- 
sented. If  the  business  is  that  of  a  single  proprietor,  rule  in 
pencil  as  many  lines  as  will  contain  all  the  accounts,  and  j^we 
additional.  If  it  be  a  partnership  business  with  two  or  more 
partners,  rule  three  additional  lines  for  each  partner ;  thus,  for 
one  proprietor,  five  lines  more  than  all  the  accounts ;  for  two 
partners,  eight  lines  more  than  all  the  accounts ;  for  three  part- 
ners, eleven  lines  more,  and  so  on. 

4.  Lay  off  proper  spaces  for  debit  and  credit  money 
columns ;  first  for  the  footings  of  Lodger  Accounts,  second  for 
Gains  and  Losses ;  third  for  Stock,  or  if  partners,  for  each 
partner — and  fourth  for  Resources  and  Liabilities  ;  also  single 
columns  for  Ledger  titles  and  their  Ledger  folios  and  a  single 
money  column  for  Inventories.  The  position  of  these  columns 
will  be  seen  in  the  example  given. 

The  ruling  of  the  vertical  and  horizontal  ink  lines,  and  the 
method  of  making  the  entries  will  be  better  understood  by  a 
sim2)le  inspection  of  the  form  than  by  any  verbal  directions. 
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BOOK-KEEPINa 


COMPANY  ACCOUNTS. 


Onr  sface  will  pejmit  us  to  give  only  one  example,  which 
we  will  arrange  according  to  the  two  methoils  in  general  use. 

1877,  Jan.  1,  Received  from  E,()bevt  Smith,  New  Orleans, 
to  be  sold  on  joint  account  of  himself,  James  Heaton,  and  our- 
selves, each  ^,  100  lihds.  Sugar  at  $C0.  Paid  freight  by  cheque 
$500.  Jan.  3,  Sold  JMark  ^Newton,  for  cash,  30  hhds.  at  880 
Jan.  5,  Sold  Edward  Forbes,  on  his  note,  at  30  davs,  40  hhds 
at  $80.  Jan.  8.  Sold  Charles  A  din,  on  account,  30  hhds.  a 
$80.     Storage  and  Advertising  $50.     Commission  2^%,  $2( 


Dr. 


FIRST     METHOD. 
21DSE  CO.   A. 


Cr 


16, , 

Jan. 

1 

li 

(1 

.1 

8 

(( 

(t 

(< 

To  R.  Smith 

"  Merci.ants'B'k  i 

"  Cliarges 

"  Commission 

"  R.  Smith,  I  in- 
voice and  nut  j;aiii 

"  J.  Heaton  ^in- 
voice and  net  gain 

"  Loss  and  (^ain 
Our  i  uel  gain 


j2000  00 

500  CO 

50  00 

200  00 

!lb77 

Jan. 

(( 

<( 

3 
5 

8 

2416,G6 

24I6'g7 

416G7 

8010  00 

By  Cash 
I  ills  Rec. 
Chas.  Adin 


2400  00 
(3200  00 
12400  00 


8000,00 


SECOND    METHOD. 
MDSE  CO.  A. 


lo77 
J  an. 


jTo  R.  Smith 

"  Jas.  Hiaton 

"  Merc'hants'B'k 

"  Charges 

I  "  C(muiiis"'ion 

i  "  R.  Smith,  jn.  s 

■  '*  J.  Heati'i)  If  n. 

I  "  Loss  and  Gain 
I  Our  ^  net  gaiii 


i!   i 

•1877 

14000  00  Jan. 

3 

'  200000 

<( 

5 

5(10,00 

(( 

8 

50  00 

200  00 

!  410  (K) 

41GC7 

41GG7 

1 

8000  00 

By  Cash 
"  Bills  Rec. 
"  Chas.  Adin 


y 


2400  00 
,3200  00 
,240000 


;8000  00 
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BOOK-KEEPrNG. 

In  the  first,  the  presumption  is  that  -vve  are  not  indebted  at 
present  to  R.  Smith  for  more  tlian  our  own  share:  in  the 
second,  that  we  are  indebted  for  the  whole — to  R.  Smith,  not 
only  for  our  ^  but  his  also,  and  to  James  Heaton  for  his  J.  The 
closing  entries  must  corres])ond  to  tlie  opening  entries  in  each 
case.  The  pupil  will  see  that  the  difference  between  the  two 
methods  is  in  the  opening  and  closing  entries.  The  above 
enti'ies  will,  of  course,  indicate  the  joui'nalizing.  It  is  usual, 
in  posting  from  the  Journal,  to  bring  the  last  five  items  on 
Dr.  side  in  one  sum  under  the  term  "  Sundries."  The  first 
method  is  the  more  correct  one. 

COMMERCIAL  CALCULATIONS. 

As  the  pupil  may  be  supposed  to  be  familiar  with  the  method 
of  calculating  Interest,  Discount,  Exchange  and  Simple  Equa- 
tion of  Payments,  we  will  give  here  only  the  method  of 

EQUATING  AN  ACCOUNT. 

Suppose  the  following  to  be  Abel  Bond's  account  in  our  Led- 
ger, and  it  be  required  to  equate  it,  that  is,  to  find  at  what  time 
the  balance  of  the  account,  $225,  should  be  paid,  so  that  neither 
he  nor  we  shall  be  the  losers  in  regard  to  interest. 


Dr. 


ABEL  BOND. 


Cr 


1876 
Apr. 

May 

(C 

Ju  e 
July 


To  Mdse  at  3  mos 

'•  5  " 
"  "  6  " 
•'         "       8    " 

((  (C  g     (< 


220  00!  Julv 
125  00, 1  Sep. 


llBy  Cash 


200,00 
140100 
190,00 


Oct. 


Ifoteat  3mo 
Cash 


2C0!00 
SOO'OO 
150  00 


First  ascertain  when  each  amount  becomes  due,  and  then 
assume  the  latest  date  upon  which  any  item  on  either  side 
becomes  due  as  the  date  of  settlement.  Multiply  each  item  on 
both  sides  by  the  number  of  days  between  its  date  and  the 
assumed  date.  Find  the  sum  of  the  products  on  each  side,  and 
divide  the  difference  between  the  two  sums  by  the  balauce  ol 
the  account.  The  quotient  will  be  the  number  of  days  that  thf 
assumed  date  is  out  of  the  reckoning. 

If  the  difference  of  products  and  the  balance  of  the  account 
fall  on  the  i<am,e  t>ide  count  buckwardi- ;  if  on  opposite  sides  coum 
forwardti. 
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BOOK-KEEPING. 


EXAMPLE. 


1870 

Am'ts 

Days. 

Pruducts 

1876 

Aui'ts. 

Days. 

Producrs 

July      3 

Oct.       1 

Nov.    15 

1877 

220 
125 

200 

140 
190 

272 
182 
137 

36 
0 

59840 
22750 
27400 

5040 
0 

July       1 
Dec.     20 
Oct.       3 

200 
300 
150 

274 
1112 
180 

54800 
311600 
27000 

Feb.     24 
April     1 

650 

112400 

875 
650 

115030 
1124U0 

The  differences  falling  both  on  the 
same  side  we  count  backwards  11 
days  from  April  1st,  which  brings 
'the   equated   time   to  March  21st, 
1  '^17 

225 

2630 

11 

Any  other  date  may  be  a.ssumed.  If  the  earliest  date  had 
been  assumed,  the  tUreciion  of  counti'Tg  would  have  been  oppo- 
site to  that  above ;  tlie  general  rule  being — when  the  differ- 
ences fall  botli  on  the  same  side,  to  count  from  the  assumed  date 
in  the  same  diradion  as  the  other  dates  are  in  i-egard  to  it ; 
when  the  difffveuces  fall  on  opposite  sides,  to  count  from  the  as- 
sumed date  in  an  opposite  direction  to  that  of  the  other  dates  in 
regard  to  it. 

Tlie  thoughtful  pupil  will  readily  see  that  if  he  multiply  the 
diflference  of  the  products  by  the  rate  per  cent,  and  divide  by 
cGoOO  lie  will  have  the  balance  of  interest,  on  April  1st,  and 
therefore  the  amount  which  settles  the  account  at  that  date. 

Another  methi  d  of  finding  the  average  date  is  to  ascertain 
what  the  balance  of  interest  would  be  at  the  assumed  date  of  set- 
tlement. If  the  balance  of  interest  is  in  favor  of  Abel  Bond, 
he  is  entitled  to  keep  the  balance  of  the  account  long  enough  to 
produce  that  interest ;  hence  the  true  date  will  be  subsequent  to 
the  assumed  one,  and  we  must  count  forwards,  and  if  the  balance 
of  intere.st  is  against  him,  the  true  date  will  be  just  as  long 
before  the  assumed  one,  and  we  must  count  backwards. 

As,  for  the  purpose  of  merely  equating  the  account,  it  is  im- 
material what  rate  per  cent,  we  take  so  long  as  we  use  the  same 
tor  bnth  sides,  wt^  choose  6%,  and  reckon  360  days  to  the  year. 
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EXAMPLE. 


1876. 

Am'ts. 

Days. 

Int'st.  \\      187G. 

Am'ts. 

Days. 

Int'st. 

July          3 
October     1 
Nov.        15 

1877^ 
Feb.         24 
April         1 

220 
125 
200 

140 
190 

272 
182 
137 

36 
0 

1 

9.97 
3.79 
4.57 

.84 

July           1 
Dec.      -  20 
October     3 

230 
300 
150 

274 
102 
180 

9.13 
5.10 
4.50 

650 

18.73 

The  balance  of  interest  is  against  A.B. 
Henoe,  for  the  payment  of  §225  to  settle 
the  account,  it  >hould  liave  ueen  paid  as 
'.ong  before  April  1st  as  it  would  take  to 
produce  44  cents  intere.st ;    viz.,  11   days, 

875 
650 

19.17  1 

18.73  1 

225 

.44  ! 

brinying  the  equated  time  to  March  21st, 
1S77,  as  above. 

The  student  will  perceive  that  the  princi))le  observed  here  is 
to  charge  Abel  Bond  with  the  interest  on  the  various  amounts 
received  by  him  from  the  time  of  their  becoming  due  in  Cash  to 
the  assumed  date  of  settlement,  and  in  like  manner  to  allow  or 
C7'edit  him  with  interest  on  the  sums  i)aid  by  him.  A  careful 
examination  of  the  two  methods  will  show  that  they  are  essen- 
tially the  same,  for  if  we  divide  the  difference  of  the  products  in 
the  first  by  COOO  we  obtain  tlie  balance  of  interest,  44  cents 
nearly.  The  I'eason  of  this  is  plain.  The  interest  on  Gli20  for 
272   days,  (using  for  convenience  the  same  rate  as   above)  is 

220  X  G  X  272  2"-'0  x  272 
^^^"^  *^  —36000—  =-ljO()0-=^^-^^'  ""^  '"  "^'^^  '^' 
rest.  Kow,  in  the  first  method  we  simply  write  down  the  pro- 
ducts, reserving  the  division  by  6000  until  we  arrive  at  the 
difference  cf  the  products.  Indeed,  if  we  divide  each  individual 
product,  the  sums  of  the  debit  and  credit  products,  and  the 
diffei'ence  of  these  sums,  in  the  first  method,  by  6000,  we  shall 
find  the  quotients  to  agree  rsspectively  with  the  corresponding 
amounts  of  interest  in  the  second. 

The  number  of  days  to  be  counted  from  April  1st  is  more 
nearly  1 2  than  1 1 ,  but  we  have  chosen  to  give  Mr.  Bond  the 
advantage  of  the  fraction. 

If  he  propose  to  give  us  his  note  with  interest  for  the  balance 
of  the  account  it  should  be  dated  March  21st,  1877. 

If  he  propose  *o  settle  the  account  on  the  1st  of  April,  1877, 
he  should  pay  $225.44. 

There  are  other  ways  of  equating  an  account,  but  our  space 
forbids  us  alluding  to  tliem. 
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CLASSIFICATION  OF  ACCOUNTS. 

Accounts  have  been  classified  in  various  ways,  but  wpi  -will 
here  mention  only  four  of  those  : — 

I.  The  older  writers  gcnerallv  divided  them  into  Personal, 
Real,  and  Fictitious  or  Nominal. 

Personal. — Those  in  the  mimes  of  tlie  persons  with  whom 
we  do  business  on  credit ;  as  Robert  Smith,  Charles  Adin, 
etc. 

Real. — Those  Tejyvesenting  property,  as  Cash,  Mdse.,  Eeal 
Estate,  Railroad  Stock,  Bills  Receivable,  and  including 
also  Bills  Payable. 

Fictitious  or  Nominal. — Those  representing  the  different 
kinds  of  exp,iises,  and  variou.s  other  causes  which  add  to, 
or  take  fron-,  the  gain  which  the  Mdse.  Acct.  may  show  ; — 
as  Interest,  Commission,  Expense,  the  Loss  and  Gain  acct. 
px-oper,  and  including  also  Stock  acct. 

NOTE. — if  a  Bank  Account  he  kcnt.  some  call  it  a  Real  account,  as  it  represents  Cash 
immediately  availaOLe  ;  otliers  a  t-ersimai  account,  as  the  Bank  stands  related  to  us 
as  Dr.  or  Cr.  in  the  same  way  as  any  person  does. 

II.  Perscr>T'=>/'  -"-•^--+«.  T3nr>i-»oT>ty  accounts,  and  accounts 
of  Causes  ;  corresponding  severally  with  the  divisions  in  No.  I. 

TIL  Personal  and  Impersonal ;  or  accounts  of  Persons 
and  Thi'^^gs. 

Personal. — All  persons  with  whom  we  do  business  on  credit, 
including  Bank  account,  and  the  proprietor's  investment  ac- 
count, called  Stock  or  Cupifal. 

Impersonal. — All  not  personal  ;  that  is,  those  representing 
tilings — not  only  material,  tnvgihle  things,  such  as  Cash, 
INIerchandise,  Bills  Receivable,  Bills  Payable,  Railroad 
Stock,  Real  Estate,  etc.,  but  also  anything  in  the  shape  of 
accommodation  or  advantage  received  or  given  by  us,  and 
having  a  money  value  in  relation  to  our  business. 

IV.  The  most  practical  division  is  into  Asset  and  Lia- 
bility accounts,  and  Loss  and  Gain  accounts. 

Asset  and  Liability  accounts. — Those  whose  closing  entry 
shows  an  asset  or  a  liahildy ;  as.  Cash,  Bills  Receivable, 
Bills  Payable,  Bank,  Robert  Smith,  Robert  Smith's  Con- 
signment. 

Loss  and  Gain  accounts. — Those  whose  closing  entry 
shows  a  loss  or  a  gain  ;  as.  Merchandise,  Real  Estate,  Bank 


BOOK-KKEPING. 

Stock.  Shipment  to  Hamilton,   Coiimiissiou,   Interest,   In 
surance.  Ex]>ense.  and  the  Loss  and  Gain  account  proper. 

NOTE. — Any  xpeculative  property  on  hand,  as  found  by  taking  stock,  Is  an  asset. 

Of  these  classitications,  III.  and  IV.  seem  to  us  the  only 
ones  of  any  special  value.  The  former  affords  the  means  of 
showing  the  reason  for  debiting  and  crediting  accounts  of  things 
as  well  as  accounts  of  persons.  The  latter  is  of  practical  utility, 
in  leading  us  direct  to  the  great  end  of  all  account-keeping, 
namely,  the  present  financial  condition  of  the  business,  and  the 
ways  and  means  by  which  from  a  known  previous  condition  the 
present  one  has  been  attained. 

NOTE. — The  tenns  Real  and  Representatim  have  been  applied  by  some  to  the  two 
div.-'o;isin  Xo.  IV.  Asthf.se  terms,  however,  are  used  by  others  in  a  ditieretit  sense,  we 
have  preferred,  rather  than  confuse  the  student  by  the  use  of  terms  so  difter<-nily  ap- 
plied, to  call  them  simply  Asset  and  Liability  accounts,  and  Loss  aud  Gain  accoiinti. 
»he  former  are  sometimes  called  x.state  Accounts, 
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EXAMINATION  PAPERS 

ON 

SELECTED   CHIEFLY 

FROM    THOSE    PREPARED    UNDER    THE   DIRECTION    OF 
THE  EDUCATION  DEPARTMENT  FOR  ONTARIO. 

SECOND  CLASS  CERTIFICATES,  JULY,  1871. 


Time — One  Hour  and  a  Half. 

1     Dwcribe  the  Cash  Book,  Journal,  Ledg^erand  Invoice  Book. 

2.     You  commence  business  with  §5,000  cash,  and  S/),000  goodx  purchased  from  A.  B 

at  6  months.     Sliew  wliat  accounts  you  would  open. 
8     What  accounts  would  be  affected,  and  how,  by  the  following  eutrias  : 

(1)  Sold  ijoods  to  A.  on  account,  S500. 

(2)  Sold  poods  to  B.  to  the  amount  of  $1,000,  receiving  $600  cash  and  his  note  at 

4  mouths,  payable  at  Bank  of  Toronto. 

(3)  Bought  goods  from  C,  §1,600,  paying  §900  cash  and  giving  my  note  at  4 
months,  payable  at  Bank  of  Commerce. 

(4)  Had  B.'s  note  discounted  at  Bank  of  Toronto  at  8  per  cent. 

(5)  Received  a  legacy  of  S800, 

4.    \\  hat  is  the  object  of  the  Profit  and  Loss  account?    When  do  you  debit  and  credit 
it? 


l>e«cribe  the  steps  you  would  take  In  closing  a  set  of  books. 


FUiST  CLASS  CERTIFICATES,  AUGUST,  1871, 


Time — One  Hour  and  a  Half. 

I    (7  hat  is  the  object  of  book-keeninc?    State  the  books  usually  employed,  and  th« 
nse  of  eaoh. 


11  BOOK-KEEPING. 

2.  TSTiat  is  the  distinotioa  between  real  and  fictitious  acoovmtat 

3.  State  fully  bow  you  balance  the  Collouins  accounts 

(a)  Goods. 

(b)  Profit  and  Loss. 
(<;)  Balance. 

4.  Wliat  is  meant  by  a  trial  balance? 

6.    Journalize  the  following  transactions  : — 

(o)  Boujfht  from  SIcMastcr  *:  Co.,  50  pieces  cloth,  containing  30  yarda  each, 

at  S3}  per  yard,  paid  cash  §1,000,  and  gave  my  note  at  6  mouths  foi 

remainder, 
(ft)  Sold  to  John  Smith,  sroods  S300,  received  in  cash  $150,  and  his  note  at  I 

months  for  the  remainder. 

(c)  Discounted  the  abcve  note  at  7  per  cent. 
(a)  Lost  my  pocket  book  containing'  $100. 

(e)  Tlie  pocket  book  was  found  a  few  days  after  and  returned,  when  I  envt 

§10  to  the  finder. 

6.     Shew  how  to  averag-e  an  account.     Bought  gfoods  from  A.  R,  McMaster  &  Bro.  at 

per  invoice  :    April  4th,  $000  on  4  months  ;  May  loth,  $9s0  on  6  months  :  June, 

r2th,   SI. 020  on  4  months.     Paid  on  account,  May  20th,  $750  ;  June  6th,  $720: 

July  10th,  §300.     When  must  I  pay  the  balance? 


FTT^ST   CLASS   CERTIFICATE— DECEMBER,   1874. 

Time — OxE  Hour  and  a  Quarter. 

L  Are  all  the  Real  Accounts  closed  To  or  By  Profit  and  Loss  ?  Give  reason  for  your 
aiisvver. 

2.  Explain  how  the  followin?  accotmts  are  closed  :  Profit  and  Loss,  Stock,  Balance. 

3.  Define  Bill  of  Ladinsf,  Bonded  Goods,  Bill  of  Entry,  Consignment,  Manifest,  Letter 

of  Credit,  Salvajje. 

i.  Shew  with  example  how  to  "  averaqre  an  account." 

6.  Shew  how  to  journalize  in  the  following  cases  : — Wien  I  sell  croods  of  one  sort  for 
part  sioods  of  another  sort,  part  cash,  i>art  bills,  and  part  credit,  ^\■hen  1  buy 
goods  of  one  sort  for  part  goods  of  another  sort,  part  credit,  part  ca.'^h,  and  pirt 
bills.  When  I  receive  a  legacy  In  houses,  or  lands,  or  goods.  Wlicn  1  buv  a 
bill  of  another  for  ready  money  and  receive  discount  Wlien  I  sell  a  bill  for 
cash  and  give  di.scount.  When  goods  liou^fht  on  credit,  are  sent  to  sea  for  niv 
own  account.  When  goods  are  sent  to  sea  lor  my  Factor's  account,  wlinh  were 
fonnerly  entered  in  my  books.  When  thegoods  of  another  person  are  :;i»iireil  by 
me  anil  I  receive  the  money,  (1)  presently,  (2)  not  presently.  When  i,oods  of 
my  own  tliat  were  insured  arc  cast  away  at  sea.  When  the  insurance  is  paid  to 
me  after  1  have  entered  the  circumsUinces  in  my  books.  When  goods  in  Com- 
pany are  sold  by  me  on  credit.  When  goods  of  my  partner  are  brought  into 
Company. 


rsT  CL.\SS  CERTIFICATES— JULY,   1876. 


Time— One  Hour  and  a  Quarter. 
So. 
1.  Give  in  full  your  method  of  closing  a  set  of  Books  (Double  Entry). 
11.  Classify  the  following  accounts  for  closing  purposes,  and  explain  how  each  account 
is  closed — Stock,  Cash,  Merchandise,  Balance,  Bank,  Bank  btock. 


BOOK-KEEPING. 


Ul 


in.  Give  the  Day  Book  entries  that  would  require  the  foUowiug  Journal  entries .  - 


(a)  John  Thompson,  Dr 

Bank,  

To  Bills  Receivable.. 


(b)  Shipment  to  A.  Low,   Dr 

A.  Low,  •>  

To   Merchandise. 
II    Cash 


3  cts. 
ISOO  00 
1200  00 


1400  00 
750  00 


i  cts. 


3000  00 


1100  00 
IOjO  0* 


(v)  John  Henry,  Dr 120  00 

To  John  Henrj's  ConsigTiraent 120  00 

IV.  Journalize  the  followinji-  transactions,  post  and  close  Oie  Ledg-er ; — 

July  1st,  1S76  Invested  in  Imsiiiess,  cash,  $400 ;  meichandise,  $4,750  ;  a  note  {o' 
"$ti00  in  favor  of  Jului  Hill,  sii,'iied  by  W.  Williiiirs,  and  endorsed  by  H- 
Cooper,  dated  ilay  IStli,  1S75,  at  90  day.s  ;  an  accepted  draft  for  $.'>U0,  drawn 
by  II.  Simpson  on  Georjre  Uean,  May  lOlh,  1S75.  at  90  days,  and  accei'ted 
May  loth;  11.  Mauiiinif's  account,  $300;  Real  Estate,  S;5,Ci00.  2nd.  Sold 
McL'roa,  Brothers,  merchandise  as  per  invoice,  SiOO  ;  received  in  payment 
cbcipie  on  Ontario  Bank  for  $100,  their  note  to  lialance.  3rd.  Shijiped  R. 
ijanning  S;5,000  worth  of  merchandise,  one-half  from  my  storehouse,  lialance 
bouu-^hl  fiom  J.  Ileal  on  my  note  at  30  days.  4lh.  Keceived  from  R 
Jlaimincr  his  second  consi^'nnicnt,  consisting  o(  100  bids,  flour,  invoice!  at 
$S  per  bbl  ;  |ia  d  freiu'lit  anil  rlraya'.;e  on  same  by  cheque,  $ls0.  6tli.  Sold 
R.  Dunn  100  libis  Hour,  fron)  II.  .Manninjf's  consi'^nment  No.  2.  at  812.60 
per  bid.  ;  received  in  payment  a  che(|ue  on  Bank  for  i'MuO,  an  order  on  A.  B, 
for  S''0,  ca-sh  for  balance.  lOlh.  Closed  R.  Mannin;,''s  cmisiifunient  (No.  2X" 
and  rendered  liim  an  acc(uml-sales  of  tlie  same  ;  our  change  for  sto'a|,'e,  &c, 
commission,  S40  ;  K  Mannin^r's  net  proceeds  rcniitted  In  cash,  5-1,020.  16th. 
Received  account-sales  of  merchandise  shipped  K.  Manninyr  on  tbe  3rd  inst., 
!J20  ;  accompanied  by  a  clie<|iie  for  amt.  of  our  net  jtrocecds,  S.'i3,.')00,  which 
1  deposited  in  Bank.     Merchandise  ou  hand,  as  per  inventory,  Ji3,200.00. 

V.  Write  out  the  Business  Forma  required  in  the  preceding  question  lor  the  iat  ano 

2iid  of  tbe  mouth. 


SECOND  CLASS  CERTIFICATES-JULY,  1874 


Ti.ME — One  Hour  and  a  Quarter. 

L  Which  do  you  consider  the  more  satisfactory  sj'stem  of  Book-ke«p!o^,  SIngk*  Oh 
Double  Entry?    Give  your  reasons  in  full. 

2.  Explain  the  following  terms  as  used  in  Book-keenin? :  Bills  Payable,  Stock,  Ship- 
ment, Consi^'ument,  Account  Sales,  Acceptance,  Drawee,  Protest. 

S.  Journalize  the  following.    Give  your  rule,  and  show  that  it  is  satisfactory  when 
applied  to  these  particular  entries  : 

(a)  July  1st,  1876.  I  commence  business  investing'  as  follows  : — Cash 
8.5.000,  Mdse.  $2, .500,  Wood  foru.se  in  Store  $1U0.  I  owe  on  a  note, 
favor  of  John  Thompson,  dated  June  1st.,  at  6  mos.  $1,200  with  one 
month's  interest  on  same  $8. 

(b)  Bougbt  of  John  Jone-i  .Mdse.  as  per  invoice  81,200,  Gave  in  pa^-ment 
my  note  lor  S'iOO  at  30  days.     Balance  on  account. 

(c)  Kec'd.  irom  Herry  Kerr  lb(i  Bbls.    Klour  invoietd  at  $3  per  bbl.,  to  be 

sidd  on  his  account  and  risk,  paid  draya^re,  «S:c,  by  au  order  on  W. 
Smitli  S40. 
C  Olre  Day  Book  eutries  corresponding  to  tbe  following  Journal  entries : 


ir 


BOOK-KEEPING. 


(a)  Mdse.  Dr. 
Bank    " 


To  John  Walker. 


(b)  Bills  Payable,     Dr. . 

To  Bank 

"    Wm.  West. 
'   Discount   . 


250  ]  00 
100     00 


800     00 


1,600 


00 


350     00 


300     00 

450  I  00 
50  I  00 


(c)  Shipment  to  A.  B.  Dr 

To  Mdse i  1,000     00 

"    CD '  500     00 

"    Cash !  100     00 

Give  Day  Book  entries  corresponding-  to  the  following  entries  as  found  in  .Mdse. 

account,  and  close  the  account,  given  that  $2,000  worth  of  Mdse.  still  remaini 
unsold  : 

Dr.                                                  Mdse.  Cr. 


July 


ToStock    13,000  jOO 

Sundries I     540 

Bills  Receivable.  320 
Wm.  Cooper  .. .  ||  800 
John  Smith i:    410 


1           ; 

00  i  July 

1 

i  00  1      " 

3 

00 '      " 

6 

00  j      " 

00 '1     " 

8 

9 

10  i 

By  Cash 

Bills  Payable 

John  Jones 

Shipment  toA-B. 
Bills  Receivable. 
Bank 


300    00 

l.iO    00 

1,200    00 

1,800    00 

1,500  I  00 

100  :  00 


NORMAL  SCHOOL  FOR  ONTARIO. 

FORTY-NDrrH  SESSION.— JUNE,  1873. 
FIRST  AND  SECOND  CLASS  CERTIFICATES. 


Time — Two  Hours. 

L  Divide  the  following  accounts  into  Personal,  Real  and  Fictitious,  viz.  ; — Cash,  A.  B., 
Bank  of  Toronto,  Interest,  Real  Estate,  Commission,  Bills  Receivable,  Mdse., 
Expense,  Bank  Stock.  Bills  Payable. 

i,  Divide  the  same  accounts  into  two  classes,  one  showing:  an  asset  or  a  liability,  th« 
other  a  loss  or  a  gain. 

3.  Say  which  of  the  Real  accounts  in  No.   1  belong  to  the  class  of  r^ccounta  sHowing 

Assets  and  Liabilities,  and  which  to  the  Loss  and  Gain  accounts.     Explain  how 
j'ou  would  distinguish  between  thenL 

4.  The  books  of  orig^inal  entry  being  the  Cash  Book,  Sales  Book,  Invoice  Book,  suid 

another  for  miscellaneous  entries  explain  the  use  of  each. 

6.  Draw  out  a  form  for  a  Bill  Book,  and  explain  its  xise. 

6.  Describe  the  mode  of  posting  direct  from  the  Cash  Book  and  Invoice  Book. 

7.  Journalize  the  following  Day  Book  entries : 

(a)  Began  business  with  Cash  §10,000,  of  which  $3000  Ls  borrowed  from  M.  N.  on 
our  note. 

Also,  C.  D.  owes  us  $400  on  his  note,  and  $300  for  which  we  hold  no  note. 

We  owe  E.  F.  on  book  account  §200,  and  G.  H   on  our  note  $100. 
(6)  Sold  A.  B.  goods  S900,  and  received  on  account,  Cash  $400,  and  R,  S.'s  not« 

for  S200.  on  which  he  allows  us  discount  SI.  50 
(e)  Bought  from  Bank  of  Toronto  for  Cash,  Bill  of  Exchange  on  City  Bank, 

London,  England,    for  $200  Stg.,   and  remitted  the  same  to   Benjamin 

Worth,   Manchester,    England,  in   settlement  of   account.     EUchansra  •* 

llOJ. 


BOOK-KEEPING.  ^       V 

&.  A.  B.  and  C.  D.  are  In  partnership.  On  closing  the  books  the  partners'  Capital 
Accounts  and  the  Loss  and  8:ain  accounts  are  as  follows  :— A.  B.,  Dr.  $800  Cr 
$2000  ;  C.  D.,  Dr.  .$W0,  Cr  S2100  ;  Loss  and  Gain,  Dr.  SlOO,  Cr.  $520.  Required 
the  net  ^in,  and  euch  partner'.s  present  net  capital.  Keqnired  also  the  present 
liabilities  of  the  concern,  the  Dr.  side  of  Balance  Acet.  being  $1C,930. 

FINAL  EXAMINATION. 

FIFTIETH  SESSION,  DECEMBER,  1873. 

FIRST  AND  SECOND  CLASS  CERTil-TCATES. 

Time — Two  Hours. 

1.  Before  closing  Mdsc,  Bank    Stock,   Real    Estate,    or  any  speculative    property 

account,  with  a  new  to  find  the  gain  or  lo8s,  what  must  be  first  taken  into  con- 
sideration, and  what  must  be  done  with  it? 

2.  What  does  tlie  Loss  and  Gain  account  contain  when  completed  t    What  does  the 

Balance  account  contain  ? 

3.  In  a  business  where  the  transactions  are  some  for  cash,  and  some  on  time,  either  bj 

note  or  not,  name  the  accounts  which  will  be  closed  into  Balance,  and  tho93 
which  will  be  closed  into  Loss  and  Gain,  stating  the  side  of  these  two  accounts 
to  which  the  closing  entries  will  be  transferred. 

4.  Give  an  e.vample  of  a  sale  for  cash,  one  receiving  the  buyer's  note,  and  one  ou 

account.     Give  Day  Book  and  Journal  entries. 
6.  Give  an  example  of  a  purchase  made  by  u.s,  we  giving  in  pajinent  part  cash,  part 
our  own  note,  part  another's  note,  »nd  cheque  on  Bank  for  balance.     Give  Dav 
Book  and  Journal  entries. 

6.  Journalize  the  following  : — 

1873,  Nov.  25— Received  of  A.B.  his  acceptance  at  one  month.     mO. 
27— Paid  A.  B.'s  Bill  into  Bank  for  discount. 

Bill §450  00 

Discotmt 2  25 

4.17  75 

7.  Why  is  it  that  when  a  consignment  of  goods  is  made  to  us  to  be  sold  on  account  of 

another,  we  do  not  enter  in  the  Ledger  the  value  of  the  goods,  while,  il  we  con- 
sign goods  to  another  to  be  sold  by  him  on  our  account,  we  do  enter  the  value 
of  the  goods  ? 

8  Give  an  example  of  an  expenditure  which  would  be  more  properly  put  in  Private 
Account  than  in  Expense,  and  one  which  would  be  more  properly  put  in 
Capital  or  Stock  than  in  either  Private  or  Expense.  Give  a  case  ot  cash  going 
out  of  our  possession  for  which  no  account  but  Loss  and  Gain,  could  well  he 
debited. 

9.  From  the  following  Trial  Balance  find  each  partner's  present  net  capital,  arranging 
the  entries  in  the  Partners'  accounts,  the  Loss  and  Gain  and  Balance  accounts, 
ttn  tUey  would  be  in  the  ordinary  clo.sing  of  the  Ledger. 


$1000 

R.  S.  (Capital) 

S3S83 

1000 

M.  N.  (Capiul) 

aS83 

1000 

X.  Y.  (Capital) 

SSS!4 

200 

R.  S.  (Private) 

.... 

200 

M.  N.  (Private) 

•  •  «■ 

200 

X.  Y.  (Private) 

•  •  •• 

7000 

Cash 

4000 

4560 

Ontario  Bank 

S560 

978 

Bills  Receivabla 

478 

664 

Bills  Payable 

934 

852 

A.  B. 

252 

473 

C.  D. 

673 

10600 

Mdse.  (unsold  $5800) 

7600 

1200 

Ontario  Bank  Stock  (unaold  8500) 

900 

150 

Interest 

100 

290 

Commission 

190 

100 

Expense 

.... 

tiiO,S67  $30,367 


II^DEX. 


Accepted  Draft,   form  of ^ 

Account,  nature  aud  form  of  an    j 

Account,  examples  of  independent  1^ 

"       examples  of  connected    1^ 

object  of  a  set  of 3,  29,  102 

"       averaging  of  190 

"       classification  of 19^ 

Assets,  nature  of  •' 

Balance,  the  meaning  of  the  term  in  closing  entries 130 

Balance  Account,  remarks  on    134 

' '      Sheet,  remarks  on I  -5,  1  ^7 

'*      forms  of    41,56,82,88,125,188 

"      Trial,  remarks  on 123 

"      forms  of  122,124 

Bills  and  Notes,  remarks  on  _      1^ 

"         "  journalizing  of  151,  152,  153 

Bills,  Due,  forms  of 97 

Bill  of  goods,  forms  of 94 

Bill  Book,  remarks  on  61 

form  of 74,  150 

Capital  or  Stock  Account,  remarks  on 20,  27,  46,  IIH 

Cash  Book,  remarks  on 00,  166 

"  forms  of... 71,  178 

Checks,  journalizing •     1^3 

Classiiication  of  Accounts  193 

Closing  Ledger  Accounts,  remarks  on 129 

Cousigmnents,  remarks  on 152 

Day  Book,  remarks  on * 44,  60,  104 

Days  of  Grace     144 

Double  Entry,  fundamental  principles  of 28,  103 

how  it  dififers  from  Single 28,90,  102 

Dr.  and  Cr.,  remarks  on  their  use .    .11,  106 

Drafts,  form.s  of 2,  99,  lOO 

''       journalizing ? 152 

Due  Bills,  forms  of 97 

Equating  of  Accounts •••  •     19C 

Equal  Debits  and  Credits,  a  fin  'amental  principle  of  D.  E 28,  102 

Errorj,  detection  and  correction  of  ;•••;••.•..■.    ^^^ 

Examination  Papers i.  ii,  iii.  »▼.  ▼ 


il  INDEX. 

Oeneral  Statement,  forms  of,  Single  Entry 41,  56,  82,  88 

Double  Entry 125,188 

Interest  Account,  remarks  on 128,  146 

Inventory  Book,  remarks  on 62 

Invoice  Book,  remarks  on    61,  165 

"  form  of 173 

Invoices,  forms  of 95 

Journal,  remarks  on    104 

Journal  Day  Book,  remarks  on 157,   164 

"  "  form  of    158,170 

Journalizing,  general  directions  for 105 

Ledger,  remarks  on     28,45,  107 

"       Single  and  Double  Entry,  hosv  they  differ 28,  90,  102 

"       Accounts,  remarks  on  closing 129 

"  "  order  of  closing  131 

Ledger  Postings,  proof  of,  in  Single  Entry 60 

Liabilities,  nature  of  4,      6 

Merchandise  Account,  how  closed   130,  133 

Merchandise  Co,  Accounts,  example  of  189 

Notes  and  Bills,  remarks  on    144 

"  "      <lisc«unted 151,  153 

"  "      renewal  of    153 

"  "      protested  for  non-acceptance 152 

"  "      protested  for  non-payment 152 

Orders,  forms  of   86 

Object  of  a  set  of  Accounts 3,  29,  102 

Posting,  on 46,  108 

Promissory  Notes,  foi-ms  of I,    97 

Proprietor's  Investment  Account,  remarks  on 20,  27,46,  134 

Receipts,  forms  of    92 

Sales  Book,  remarks  on 1G5 

"  form  of 175 

Shipments,  remarks  on     151 

Single  Entry,  how  it  diEFers  from  Double  Entry....  28,  90,  102 

"  defects  uf 89 

Speculative  Property  Accounts,  remarks  on 130 

Statements,  forms  of,  Single  Entry 41,  56,  82,    88 

"  "  Double  Entry 125,  1S8 

Stock  or  Capital  Account  • 20,  27,  46, 134 

Trial  Balance,  remarks  9n 123 

forms  of    122,124 


W.  J.  GAGE  &  GO'S, 

list  Of  ESicalioMl  PBicatiois, 

FOP  SCHOOLS  AND  COLLEGES. 


MATHEMATICS. 

PRICE. 

HAMBLTN  SMITH'S  ARITHMETIC.-An  Ad- 
vanced tventise,  ou  the  Unitary  System,  by  J. 
Hambliii  Smith,  M.A,  of  Gonville  and  Cains  Col- 
leRPS,  and  late  lecturer  of  St.  Peter's  CoUfge,  Cam- 
bvi'ioe.  Adapted  to  Canadian  Schools,  by  Thr  mas 
Kirkl.ind,  M.-'i..,  Science  Master,  Normal  School, 
Toronto  "ml  ^^■illiam  Scott,  B.  A.,  Head  Master 
Model  Schfiol  for  Ontario,    6th  Edition $0  75 

KEY.— -^  complete  Key  to  the  above  Arithmetic,  by 

the  Authors  2  CO 

"I  consider  Hambliu  Smith's  Arithmetic  by  Kirkland  and 
Sc"tt,  and  HambUu  Smith's  Algebra,  with  appendix  by  Mr. 
Baker,  admirable  ^'orks,  far  better  adapted  for  use  in  our 
BChools  and  for  private  study  than  anyother  similarworks  that 
I  know  of.  They  will  soon,  I  have  no  doubt,  supersede  text- 
books hitherto  used  in  our  schools,  as  they  have  already 
done  in  the  Gait  Colleciate  Institute."— J'ear.  Murray,  M.A., 
Mathematicul  Master  Gait  Collegiate  Institute. 

KIRKLAND  &  SCOTT'S  ELEMENTARY 
-vKI'lHiJE  IXC— An  Klenieutary  treatise,  on  t]ie 
Unitury  S\  stem,  intended  as  an  "introductory  text- 
book to  Hamblin  Smith's  Arithmetic,  by  Thomas 
Kirkland,  M.A..  Science  Master  Normal  School, 
Toronto,  and  William  Scott.  B.A.,  Head  Master 
Model  School,  for  Ontario;  40th  thousand  within 
first  year  of  its  issue 0  25 

"Introducing  Fractions  immediately  after  the  '  Simple 
Eulcs'  will  be  hailed  by  all  practical  teachers  as  a  step  in 
the  right  direction.  I  shall  advocate  the  exclusive  use  of 
your  work  in  all  elementarv  schools,  as  my  past  experience 
enables  me  to  estimate  its  value  " — John  Macoun,  M.A., 
F  L.S.,  Rector,  of  Albert  College  Grammar  School,  Belle- 
ville. 


w   J.  GAGE  &  C/o'sjt.ducational  Series. 


'  PRICE. 

McLELLAN     &    KIRKLAND'S    EXAMINA-   .- 
^  XIOX    PAPERS  I  \    AKITHAIE  ilC— A    coiuplete 

-^  series  of  Problems,  designed  for  use  in  Schools  and 
Colleges,  and  especially  adapted  for  the  pi'e- 
paration  of  candidates  for  Teachers'  Certificates, 
by  J.  A.  McLellan,  M.A.,  LL.D.,  Inspector  of  High 
Schools  and  Thomas  Kirkland,  il.  A.,  Science 
Master  Normal  School,  Toronto,    -tth  Edition 1  00 

McLELLAN  &  KIRKLANDS  EXAMINA- 
TION PAPERS.— Part  I.— Contaiuiug  the  Ex- 
amination Paiiersfor  admission  to  High  Schools, 
and  for  Candidates  for  Third-Class  Teachers'  Cer- 
tificates         0  50 

HINTS  AND  ANSWERS  TO  McLELLAN  & 
KiRKLANJJ'S  EXAMi.NATIOX  PAPERS,  contLiia- 
ina  answers  to  Problems  and  Solutions  to  all  diffi- 
cult  questions.    Prepared    bj'   the  authors.    2nd 

Edition  1  CO 

The  leading  American  Educitional  Journal  CSotiojial 
Teachers'  Monthly)  says  of  ^McLellan  and  Kirkiand's  Exam- 
ination Papers : — "  In  our  opinion,  the  best  collection  of 
problems  on  the  American  Continent." 

SMITH    &    McMURCHY  S    ADVANCED    '^ 
ARITHMETIC 0  50 

SMITH    &    McMURCHYS    ELEMENTARY 

ARITHMETIC 0  25 

McLELLAN'S  MENTAL  ARITHMETIC- 
PART  I.  Contfdning  the  Fundament  il  Rules, 
Fractions,  and  Analvcic;.  By  J.  A.  McLellan.  M..\., 
LL.D.,  Inspector  of  iiigh  Schools,  Ontaiio.  2nd 
Edition 0  30 

McLELLAN'S  MENTAL  ARITHMETIC- 
PART  II.  By  the  same  author.  luUy  treats  Per- 
centage in  its  various  applications.  General  Analy- 
sis, Stocks  and  Shares.  Interest,  Discount,  kc,  &c., 
and  gives  practical  solutions  of  almost  every  type 
of  question  likelv  to  be  met  with  in  any  treatise  on 

Arithmetic.    2nd  Edition 0  45 

"  His  treatment  of  the  subject  has  been  so  practical  and 
skillful  that  teachers  have  frequently  expressed  the  wish 
that  he  would  iirepare  a  text-book  on  Mental  Arithmetic. 
The  volume  before  us.  Part  I.  of  the  work,  treats  systema- 
tically and  comprehensivelv  of  the  fundamental  rules,  frac- 
tioas,  analysis,  reduction,  &c.  It  contains  about  1,200  well 
graded  practical  problems.  We  can  recommend  the  book 
to  all  teachers  of  arithmetic." — London  .-idvertiser. 

JUVENILE   MENTAL    ARITHMETIC. -By 
•*    Jouu  F.  Stoddard,  M.A 0  15 


W   3  GAGE  &  Go's  Educational  Series 

PRICE. 

HAMBLIN  SMITHS  ALGEBRA.-An  Elemen- 
tary Algf<bia;  Viy  J.  Hauibliu  Smith,  M.A.,  of  Gon- 
.  ville  and  Caius  Colleges,  and  late  Lecturer  at  St. 
Peter's  College,  Cambridge,  with  Appendix  by 
Alfred  Baker,  B.A.,  Mathematical  Tutor,  University 
College,  Toronto ■ 0  90 

KEY.— A  complete  Key  to  Hamblin  Smith's  Algebra.  2  75 
"Arrangements  of  subjects  good;  explanations  and  proofs 
exhaustive,  concise  and  clear  ;  examples  lor  the  most  part 
from  University  and  College  Exanalnation  papers  are 
numerous,  easy  and  progressive.  There  is  no  better  Al- 
gebra in  use  in  our  High  Schools  and  Collegiate  Institutes." 
—Georqe  Dickson,  B.A.,  Head  Master  Collegiate  Institute, 
Hamilton. 

HAMBLIN    SMITH'S    EXERCISE    IN    AL- 

GEBliA.    PAKT    1 0  75 

GROSS'  ALGEBRA.-PART  11.  By  E.  J.  Gross, 
H.A.,  Fellow  of  Gonville  and  Caius  Colleges,  and 
Mathematical  Lecturer  at  Gerton  College,  Cam- 
bridge       2  50 

HAMBLIN  SMITH'S  ELEMENTS  OF  GEO- 
METRY, containing  Books  I.  to  VI.,  and  portions 
of  Books  XI.  and  XII.,  of  Euclid  with  Exercises 
and  Notes,  byj.  Hamblin  Smith,  M.A.,  Ac,  and 
Examination  Papers,  from  the  Tor'^nto  and  McGill 
Universities,  and  Normal  School,  Toronto 0  90 

HAMBLIN   SMITHS    GEOMETRY.-BOOKS 

I.  and  II.,  with  Exercises,  &c 0  30 

HAMBLIN    SMITH'S    GEOMETRY.-BOOKS 

II.  and  III.,  with    exercises,  (5. c 0  30 

POTTS'  EUCLID.— Containing  the  first  six  books 
with  explanatory  notes  ;  a  series  of  questions  on 
each  book ;  and  a  selection  of  Geometrical  Exer- 
cises from  the  Senate,  House,  and  College  Exami- 
nation Papers  ;  with  hints  &c.,  by  Robert  Potts, 
M.A.,  Trinity  College,  with  Appendix  by  Thomas 
Kirkland,  M.  A.,  Science  Master  Normal  School. 
500th  thousand 0  50 

POTTS'  EUCLID.— BOOKS  L  and  U.,  with  Exer- 
cises        0  30 

POTTS'    EUCLID.— BOOKS  II.  and  in.  with  Ex- 
,  ercises  0  30 

*I  shall  recommend  Pott's  Euclid  to  the  teachei-s  in 
tr:iining  as  a  book  of  invaluable  use." — W.  Crocl-ett,  A.M., 
Principal  Nurmal  Training  School,  New  Brunswick. 


"W.  J.  GAGE  &  Go's  Educational  Series. 

PBICE. 

KIRKLAND'S  STATICS.-An  Elementary  Treat- 
ise on  Statics.  By  Thos.  Kirkland.  IH.  A.,  Science 
Master  Noi'mal  School,  Toronto,  with  numerous 
examples  and  exercises ;  principally  deRigned  for 
the  use  of  candidates  for  first  and  second  class  cer- 
tificates, and  for  the  Intermediate  Examination. 
4th  edition 1  00 

"  It  supplies  a  great  want  felt  by  those  preparing  for 
Teachers'  Certificates.  This-  did  it  possess  no  other  merita 
— should  make  it  a  great  success.  It  is  by  far  the  best  text 
book  on  the  subject  for  the  schools  of  Ontario  I  have  seen." 
Geo.  Baptie,  M.  A  ,  M.  D.,  Science  Master  Normal  School, 
Ottawa. 

HAMBLIN  SMITH'S  STATICS.-Elementary 
bTATics.  Bv  J.  Hambliu  smitli,  M.  A..  Gonville 
and  Caius  College  and  late  lecturer  at,  St  Peter's 
College,  Cambridge,  with  wppendix  by  Thomas 
Kirkl.tnd,  M.A.,  Science  Master,  isormal  School, 
Toronto 0  90 

HYDROSTATICS.—  Elementary  Hydrostatics. 
By  J.  H.tmbhn  Smith.  M.A.,  Gorivilloand  Caius  i  ol- 
lege,  late  lecturer  at  St.  Peter's  t  oUege,  Cambridge.    0  75 

KEY.— A  Key  to  Hamblin  Smith's  Statics  and  Hydro- 
statics in  one  volume    2  00 

TRIGONOMETRY.-EliEMENTABTTBIGONOMETET. 

By  J.  Haiuuiiii  Smith,  M.  A 1  25 

KEY.  A  Key  to  Hamblin  Smith's  Elementary  Trigo- 
nometry " • 2  60 


ENGLISH. 

MASON'S  ADVANCED  GRAMMAR.- Includ- 
ii/g  the  priucipes  of  (jrammatical  Aunlysis.  "-y 
C.  P.  Ma'.ou  B.A.,  F.  :.P.,  fellow  of  University 
College,  London.  Enlarged  and  thovoualilv  revised, 
witQ  Bxarination  Papers  added  by  W.  Houston, 
M.-.V    27th   edition 0  '?5 

"  I  asked  a  grammar  school  inspect'^r  in  the  old  country 
to  send  11  o  Che  best  grammar  pnbiisned  there.  He  imme- 
diateiv  se.,c  Mason's.  The  chanters  on  the  analysis  of  dif- 
ficult sentences  is  f  itself  sufficient  to  place  the  work  far 
bevond  anv  Enclish  Grammar  hitherto  before  the  Canadian 
public."—.^  lex.  Sims,  M.A.,  3  M.H  S.,  Oakville. 


y/.  J.  GAGE  &  Cos  Educational  Series. 

PRICE. 

MASON'S  ENGLISH  GHAMMAR.-(Commou 
ScU'ol  edition)  with  copious  and  carefully  graded 
exercises,  243  pages  0  CU 

MASONS  OUTLINES  OF  ENGLISH  GRAM- 
MAR, for  the  use  of  junior  classes 0  50 

ENGLISH   GRAMMAR  EXERCISES.-By  C. 

P. Mason.    Rei>rinted  from  Com.  Scb.  Edition     ...     0  3C> 

MILLER'S  SWINTON'S  LANGUAGE   LES- 
SONS, (revis  d  edition),  adapted  as   an  intrortuc- 
torv  text-book  to  Mason's  GramTnar,  bv  J.  A.  Mac- 
millnn.  B.A.,  Ottawa     ollesiaie  Institute.     It  con- 
tains the  Examination  Papers  for  admissinn  to 
High  Schools,  and  teacpes  grammar  and  composi- 
tion  simultaneously.    5th  edition,  40tli  thousand...     0  25 
"In  accordance  with  a  motion  passed  at  the  last  regular 
meeting  of  the  County  of  Flgin   Teachers'  Association,  ap- 
pointing the  undersisned  a  Committee  to  consider  the  res- 
pective merits  of  different  Entlish   G ram mavs.  with   a  view 
to  !-u2gest  the  n)ost  suitable  one  for  Public  Schools,  we  beg 
leave  to  report,  that,  after  fully  comparing  the  various  edi- 
tions that  hav'-  been  recommended    we    believe  tliat   '  Mil- 
ler's Swinton's  Lanauage  Lessons'  is  the  best  adapted  to  the 
wants  of  junior  pnpils.  and  would  urge  its   authorization  on 
the    Government,    and   its   introduction    into    our   Public 
Schools."  (Sisned.) 

A.  F.  Bdtlft!.  Inspector. 
J.  McLean,  Town  Inspector. 

J.  Millar,  M.  A.,  H^ad  '^^aster  St  Thomas  High  School. 
A.  Steelf,  B.A.,  Head  ^faster  .Aylmer  High  Si-hool. 
N  M.  Campbi-lt,.  Head  Master  Co  of  Klgin  Jlodel  Scho'l. 
It  was  moved  and  seconded  that  the  report  be  received 
andado)'ted.    C-rried  unanimously. 

NEW  ENGLISH  GRAMMAR.-In  three  parts  : 
Etymology,  syntax  and  .-analysis.  Bv  William 
Swinton.  A.  M.  Revised  by  J.  B.  Calkin,  M.  A., 
Principal  ot  the  N'oi-mnl  School,  Truro,  N.  S 0  50 

DA  VIES'    INTRODUCTORY    ENGLISH 

GRVM.\IAK 0  25 

DA  VIES'  NOTES  ON  5TH  RE  ADER.-Liter- 
ary  Ext' acts  selected  fri  m  Book  V  of  tije  author- 
i7ed  sfries  of  Readers,  for  "Examination  in  Eng- 
lish Eiterature,"  of  candidates  for  third  cla^s 
cprtificates.  with  notes  orisinal  and  selected.  By 
H.  W  Davies,  D.  D.  Primipal  Kormal  School, 
Toronto.    5th  edition  0  25 

MILLER'S  ANALYTICAL  AND  PRACTICAL 

GRAMMAR    0  38 


"W.  J.  GAGE  &  Go's  Educational  Series. 

PRICE. 

ANALYSIS  OF  THE  ENGLISH  LAN- 
GUAGE. By  I.  Plaut  t  ieming,  il.  A.,  1)  C  L.  Piirt 
I. — Grammar.  Part  II. — Etymol  >qical  Derivations. 
Part  III. — Praxis.    With  corrections,  adaitions  aud 

copious  indices 1  00 

"  It  is  the  best  book  I  have  ever  used  on  the  subject  during 

an  experience  as  a  teacher  of  two  years  in  Canada  and  eight 

in  English  Grammar  Schools."— Geo.   WaLace,  B.A.,H.  iH. 

H.  S.,  Weston. 

SPALDING'S  HISTORY  OF  ENGLISH 
LITSRATURE— A  History  ofEnglish  Litkra- 
TUttK,  with  au  outline  of  the  origin  and  growth  ot 
the  English  lanauage  ;  illustrated  bv  extracts.  For 
schools,  a;adamies  aud  collpges.  By  Wva.  Spald- 
ing, A.  il.,  late  Professor  of  Logic,  Rhetoric  and 
Metaphysics,  in  the  University  of  St.  Andrew's. 
"With  appemlix  by  W.  Houston,  M.A.,  Examiner  in 
English  in  the  University  of  Toronto.  Kew  re- 
vised edition 0  90 

MACALLUM'S  NOTES  ON  4TH  READER. 
— Litertiry  Extracts  to  aid  pupils  in  preparing  tor 
'Examinations  in  English  J  iterature"  for  admis- 
sion io  High  Schools.  By  A.  Macalluin,  M.A.,LL.B., 
Inspector  of  Public  Schools,  Hamilton.  It  com- 
prises biographical  sketches  of  the  authors  from 
•wh'im  the  selections  have  been  made,  notes,  gram- 
matical, critical,  &c.  5th  edition 0  25 

MILTON'S  PARADISE  LOST.-BOOKS  I  &  II. 

with  notes  I rn  the  analysis,  and  the  scriptural  a'jd 
classical  allusions,  aglbssarv  of  difficult  words,  and 
a  Life  of  Milton.    By  C.  P.  "Mason,  B.  A.,    F.  C.  P., 

fellow  of  University  College,  London 0  35 

"  Milton's  Paradise  Lost,  with  notes  by  Mason,  possesses 
such  a  number  of  excellencies  that  it  deserves  to  come  into 
general  use  among  students  preparing  for  the  intermediate 
examinations." — J.  Miliar,  M  A.,  Head  Master  High  Svhool, 
St.  Thotnas. 

GOLDSMITH'S  TRAVELLER  AND  GRA.Y'S 

Elegy. — with  introduction,  life  of  Goldsmith, 
argument,  and  notes;  by  C.  Sankey.  M  .\.,  Assis- 
tant Master  at  Marlborough;  and  wi'h  Johnson's 
life  and  notes  by  Francis  Storr,  M.  \.,  Chief  Master 
of  Modern  Subjects  at  M'-rchant  Taylors'  .>chool. 
Interleaved  editiou.    Price    ". 0  40 

GOLDSMITH'S  TRAVELLER.-With  i»  troduc- 
tion,  life  of  the  author,  argument,  and  notes  ; 
by  C.  Sankey,  M.A.,  Assistant  Master  at  Marl- 
borough  College.    Interleaved  edition 0  30 


"W.  J.  GAGE  &  Go's  Educational  Series. 


PKICE. 

GOLDSMITHS  TRAVELLER,  AND  GRAY'S 
ELHUtY. — I'l  one  volunie ;  eilited  liy  tije  Kev. 
E.  T.  Stevens,  M.  A  ,  Oxon,  joiut  editor  of  "The 
Grade  Lesson-books."  "  The  Ufelnl  Kimwledge 
Sei-ies,  etc. ;  and  the  Rev.  D.  Morris,  B.A.,  Loudon, 
author  of  "The  ('hi<^s-i;ook  His  orv  of  England," 
etc.    Interleaved  editi  u  0  iO 

SCOTT  S  LADY  OF  THE  LAZE.-With  in- 
troduction, i.otes,  and  glossariiil  index;  by  R.  W. 
Taylor,  INLA.,  Assistant  Master  at  Rugby  School,  and 
formerly  Fellow  of  St.  Johu's  College,  Cambridge. 
Interleaved  edition  0  40 

MORRISON  S  ENGLISH  COMPOSITION  — 

1- or  tlie  use  of  .'^cliools.     By  Thomas  .Morrison,  M.A., 
Rector  of  the  Free  Church  Normal  School,  Gla'gow    0  4.t 

CREIGHTON'S  EPOCHS  OF  ENGLISH 
HI  ST(  iRY.— Edited  by  the  Kev.  M  Creiehton,  M.A.. 
late  Fellow  and  Tutor  of  IMerton  College,  Oxford. 
Eight  volumes  in  conveuie'-it  and  cheap  form,  ad- 
apted to  Public  and  High  ^chools   Price  20c  each. 

THE  SERIES  CONSIST   OF: 
I.  Early  England  up  to   the    Norman    Conquest.     By 

Frederick  Ycrk-Powell,  M.A.      With  f^ur  maps. 
II.  England  a  Continental  Power  from  the  Conuuest  to 
••:.i2na    Chtirta,    106G-i'216.      By    Louise    Crcighton. 
With  a  coloured  mtp  of  the  Dominion  of  the  Angevin 
Kings. 

III.  The  Rise  of  the  People    and  Growth  of  Parliament, 

from  the  Great  Oiarter  to  the  Accession  of  Henrv 
VII,  IGIS  14S5.  Bv  James  Rowley.  M.A.,  Professor  of 
Mod.  Hist,  and  Lit.,  Univ.  Coll.  Bristol.  With  four 
maps. 

IV.  T.ie  Tudors  and  the  Reformation,  1485-16n3.    By  the 

Rev.  Mandell  Creishton,  M.A.,  late  Fellow  and  Tutor 
of   Merton    College,  Oxford,  Editor   of  the  series. 
With  three  maps. 
V.  Struggle  against  Absolute  Monarchy,  from  1603  to  1688. 

By  Bertha  M.  Covdery. 
VI.  The  'Jettlpment  of  the  Constitution  from  16S9-1788.     By 
James  Rowley,  M.A.,  Pr*  fessor  of  Modei-n  History 
and  Literature,  liniversity  College,  Bristol. 
VII.  Ei'gland  during  the  American  and  European  Wars, 
from  1789-1820.      liy  O.  W.  Taucock,  U.A.,  Assistant 
Mnster  King's  School.  Shnrborne.  Dorset. 
VIII.  Modern  England,  from  1820-1875.    By  Oscar  Browning, 
M.A.,  Fellow  of  King's  College,  Cambridge. 
•■  AiTiongst  manual.^  in  English  History  the  Epoch  Series  is 
sure  to  take  high  rank." — Daily  Globe. 


yN.  J.  GAGE  &  Go's  Educational  Series. 

PBICE. 

EPOCH  SERIES.— PAST  I.    Containing  first  fonr 

of  (Series  00  50 

EPOCH  SERIES— PAET  n.    Containing  last  fonr 

of  the  Series  0  30 

EPOCH  SERIES.— COMPIiETE,   in  one  volume      i  ,jO 

CREIGHTON'S  EPOCH  PILIMER  OP  ENG- 
LISH HISTOKY— Au  introductory  volume  to 
"Epochs  of  English  History."  A  complete  sum- 
mary of  the  history  of  England,  in  140  pages. 
By   Mandpll    Creighton.   M.  A„    late    Fellow  and 

Tutor  of  Merton  C  liege,  Oxford 0  30 

"The  work  is  admirably  done,  and  it  wiU  no  doubt  obtain 
a  very  considerable  sale." — Athenceum. 

"This  volume,  taken  with  the  eight  small  volumes,  con- 
taining the  accounts  of  the  different  epochs,  presents  what 
iiiay  be  regMrded  as  the  most  tooroueh  course  of  elementary 
English  History  ever  published. — ..berdeen  J^oumai. 

PINNOCK'S    CATECHISM    OP     ENGLISH* 

HiSTOKY    0  10 

A  SCHOOL  MANUAL  OP  ENGLISH  COM- 

P' i5>ITl(,)>'.For    advai;ced    classes    in    .Acii'!eni:e8, 
High  and  Public  >ch(,ol8.    JBy  William  Swiuton 0  45 

REIDS  ENGLISH  DICTIONARY  of  the  Eng- 
li--h  lauguaqe,  containing  tlie  Pronounci.ation.  Ety- 
mology, and  Expl  aiation  of  all  words  authorized  by 
emioent  writers;  to  which  are  added  ii  ^ocHhu^lry 
of  the  roots  of  English  words  and  an  accentedlist  of 
Greek,  Latiu  and  Scripture  proi'er  mimes.  By 
Alfxander  Keid,  A.M.,  Hector  of  tlie  Circus-plHce 
School  Edinburgh;  author  of  "Rudiments  <^f  Eng- 
lish '"on.'nositioD,"  do, ;  with  an  introduction  by 
Henry  Keid,  Professor  of  Englisli  Literature  in  the 
L'niversity  of  Pennsylviinia;  and  an  aviiendox 
showing  the  pronouncintinu  of  nearlv  3.0U0  of  toe 
mostimpfrtatit  geographical  names.   3rd  Canadian 

and  23rd  English  edition 1  CO 

"  It  is  a  very  complete  and  useful  work."— IfonireaJ  Daily 

Witness. 

UNIVERSAL  PRONOUNCING  POCKET 
DICTIONARY  OF  THE  E.NOLISH  LANGCAGR. 
— Eo'inde  i  on  the  principles  of  Wiilker  Webster, 
Worcester,  Johnston,  Goodrich  and  Porter 0  20 

NATIONAL  PRONOUNCING  DICTIONARY    0  40 


W.  J.  GAGE  &  Go's  Educational  Series. 

PRICE. 

CARPENTER'S  SPELLING  BOOK ...    0  10 

MAYORS  SPELLING  BOOK 0  10 

GRAMMAR  OF  THE  LATIN  LANGUAGE, 

Ini-  micUUe  and  higher  chiss  schnols.  Ly  Leonard 
Schmitz,  LL.1>.,  eliissical  exniiiiiicr  in  the  Univer- 
sity of  London,  &c.    Caniidiau  coj  yiight  edition..     0  76 

HEALTH  IN  THE  HOUSE.- Twenty-five  lec- 
tures on  Kknientary  Pliysiiiloj.)'  in  its  ajiplication 
to  the  daily  wants  of  man  and  aninifcls,  delivered 
to  the  wives  and  children  of  workinc-men  in  Lreds 
and  Sa'taire.  By  C.itlv  rine  M  Bucton,  Mtmber  of 
the  Leeds  fcchool  Bi  ard  0  60 

N.B.— Six  editions  of  the  above  were  sold  in  England  within 
six  months. 

CUTTER'S    1ST    BOOK    OF  PHYSIOLOGY   0  75 

ROSCOE'S  CHEMISTRY  PRIMER 0  30 

TEACHER'S  MANUAL  FOR  FREEHAND 
DKvWiNG  in  I'riniary  Schools.  By  I'ror.  Waller 
Smith,  State  Lirector  of  Art  Edncatiou  for  Massa- 
clnisetts 100 

TEACHERS  MANUAL  FOR  FREEHAND 
DliAWlNGr  in  Intermediate  and  Advanced  Classes. 
By  Professor  Walter  Smith,  State  Director  of  Art 
Education,  Massachusetts 1  25 

WALTER   SMITHS  PRIMARY  DRAWING 

CAKDS,  Series  Mo.  1 0  15 

WALTER   SMITH'S  PRIMARY  DRAWING 

CAUDS,  Series  No.  2 , 0  16 

WALTER  SMITH'S  DRAWING  BOOK  (Inter- 

mediate  Course)  No.  I 0  15 

WALTER  SMITH'S  DRAWING  BOOK  (Inter- 
mediate Course)  No.  2  0  15 

WALTER  SMITH'S  DRAWING  BOOK  (Inter- 

mediate  Couise)  No.  3 0  15 

"Prof.  Smith's  system  of  drawing  books  and  cards  pub- 
lished by  you  are  admirably  adapted  for  use  in  our  scho'  Is. 
I  have  had  tl'em  in  use  for  some  time,  and  coiisi''er  them 
superior  to  all  otliers.  I  am  glad  you  have  iniblishcd  them, 
and  foi  1  su'  e  they  will  soon  be  as  popular  in  Ontario  as  they 
arc  in  the  United  States  " — Wm.  Wilhinson,  M.A.,  Brantford 
Central  School. 


W-  J.  GAGB.&  Go's  Educational  Series. 

PBICB. 

MISCELLANEOUS. 

CANADIAN  NATIONAL  SERIES  READERS. 

First  Book,  Part  I 0  05 

"      11 0  10 

Second  Book 0  25 

Third  Book 0  40 

Fourth  Book 0  50 

Fifth  Book _. 0  60 

Advanced  Eeader 0  60 

The  Spelling  pook — a  companion  to  the  Eeader 0  30 

HOW  TO  READ  ;  a  drill  book  for  the  cultivation 
of  the  speaking  voice,  and  for  correct  and  expres- 
sive reading.  Adapted  for  the  use  of  schools  and 
for  private  insti'uction.  By  Richard  Lewis, teacher 
of  Elocution,  author  of  "  The  Dominion  Elocution- 
ist," &c 0  75 

''  The  gem  of  your  series  of  Text  Books."— C.  T.  Andrews, 
M.D.,  I.P.S.  Queen's  County,  in  his  report  to  Chief  Stipt.  Edu- 
cation, Nova  Scotia. 

CANADIAN  PROHIBITION  RECITER ;  a  col- 
lection ot  new  Di;ilogues,Re:idiug5iiiid Recitations 
for  Temperance  Organizations,  Social  Gatherings 
and  Literary  Entertainments  Edited  by  .James 
Hughes,  Esq.,  Inspector  of  Schools,  Toronto,  Ont...    0  30 

CANADIAN  HUMOROUS  RECITER;  a  col- 
lection of  the  best  American,  Sc  tell  and  Irish 
Dialogues,  Headings  and  Kecitatious,  for  School 
Exhibitions,  Social  Gatlierings  and  Literary  En- 
tertainments. Edited  by  James  Hughes,  "Esq., 
Inspector  of  Schools,  Toronto 0  30 

THE  CANADIAN  SPEAKER  AND  ELOCU- 
TIDNARY  READER;  comprising  a  choice  col- 
lection of  Speeches,  Dialogues,  and  Poetry,  suitable 
for  School  Recitations,  ■with  introductory  remarks 
on  the  principles  of  Elocution.  Edited  by  Rev. 
E.  H.  Dewart,  Editor  Christian  Guardian 0  40 

BOOK-KEEPING  BY  SINGLE  AND  DOU- 
BLE ENTRY,  dosigued  for  use  in  High  and  Public 
Schools.  By  S.  G.  Beatty,  Principal  Ontario  Busi- 
ness College,  author  of  the  "  Canadian  Accountant," 
&c.,  and  S.  Clare,  Book-keeping  and  Writing  Master, 

Normal  School,  Toronto 0  70 

"  I  consider  Beatty  &  Clare's  Book-keeping  the  best  ele- 
mentary work  on  the  subject  I  have  ever  seen." — J.  W.  Con- 
nor, B.A  ,  H.  M.  H.  S.  Berlin. 

BLANKS  FOR  BEATTY  &  CLARE'S  BOOK- 
KEEPING.—l*ay  Book,  Journal,  ad  Ledger,  in 
separate  books,  Invoice  Book,  "^alos  Book  Cash 
Book  and  Bill  Book,  bound  together — complete  set.    6  iO 


W  J   CAGE  &  Go's  Educational  Series. 


PBiaB. 
THE  BIBLE  AND  THE  SUNDAY  SCHOOL- 

Co'  tiiiniiif;  "Bibln  lto;i.ii'  es,"  acl(lrpRs;es  and  out- 
line lectmcs  ov  How  to  stnily  the  Bible  ftiirl  How  - 
to  conduct  Sunrlay  Rcliool  work,  from  29  of  the 
lo  ulin  :  Christian  vrorUers  of  Cannda  and  the  United 
Stiites  ;  al=o  Mondv's  Hints  on  Bible  '  eadings,  Jlrs. 
Menzie'R  plan  of  BiMo  Mirking,  Bagst^r's  Scripture 
Index,  Vincent's  rinssification  of  Bible  Books, 
Ijvman  Abbott's  "Bible  Intcrjiretation,"  Craft's 
•"Eeading  tlie  Bible  with  Kelisb,"  &c.,171  pp.  Price 
— in  paper,  50  cents,  in  cloth 0  75 

GAGE  &  GO'S  SERIES  OP  BLANKS. 

"  In  point  of  practical  ut'lity  unrivallpd."— TF.  S.  Darrach, 
M.  ' .,  I»sp.  P.  .S'..  Cumbirlaiid,  Nova  .'  cotia. 

"  Supply  a  want  longfe't  bv  our  best tePchers."—TFm.Scotf, 
B.  I  ,  Head  Master  i  rovincial  Model    chonl,  Ordorio. 

"  I  am  going  to  introduce  them  into  my  school."— J?ei'.  E. 
M.  Mann,  M.     .,  Privripnl  Be;  iMerlHigh'ScJiool,  Quebec. 

CANADIAN  SERIES  OF  SPELLING- 
BLANKS.— In  tinoc  nnmbers.  No.  1 —Words. 
!Nf>.  2  — Wo>ds  and  Definitiins.  No.  3. — Words, 
x^efinitions  and  Sentences each...    0  07 

COMPL'ETE  COMPOSITION  EXERCISE 
BOOKS.  I:'  till  ee  numbers,  for  junior  and  seuirr 
clusses.    Nor.  1  and  2, 10  cents  eacli.    No.  .3 0  15 

EXERCTSF.  BLANKS  FOR  GRAMMATICAL 
ANALYSIS.— Complete  i  four  nnmbers.  By  H. 
"W.  Davis,  I). D.,  Principal  Normal  S'^liool  To'onto. 
No.s.  1  and  2  adapted  to  junior  and  intermediate 
classes ;  10  cents  each.  Nos  3  and  4  adapted  to  ad- 
vanced classes ;  each ' 0  15 

"  Admirably  suited  to  supply  a  long  felt  want,  and  will 
save  teachers  a  large  amount  of  trouble  with  beginners.  I 
have  already  ordered  their  introduction.  Other  teachers  to 
whom  I  have  shown  them  are  unstinted  in  their  praises." — 
James  Smith,  M.  A  .,  Head.  Master  Hiyli  School,  Cornwall. 

ELEMENTS   OP   STRUCTURAL   BOTANY, 

with  sxiecial  refennce  to  the  study  of  Cauadian 
plants.  By  Jnlin  Macoun,  'M.\.,  F.L.S.,  I'rofessor  of 
Botanv  in  Albert  Uuiversitv;  anil  H.  B.  Spotten, 
M.A  ,  Head  M-  ster  of  Barrie   High   School.    Full 

illustrations  of  the  principal  Ciuadian  j'laiita  1  09 

In  Press  (Ready  First  September,  1879.) 


} 


W.  J    GAGE  &  Go's  Educational  Series. 


BEATTY'S  SYSTEM  OP  PBACTICAL  PEN- 
IIANSHIP.  Tlie  ue-r  Caiuidnm  .-cues  if  Htwl- 
liite  Coijij  iioVs,  complete  hi  11  nnml'ers.  c/railed 
and  arrarfjed  ivHh  the  difinite  object  of  attractive- 
ness and  complelevess  of  practice.  , 

Book  No.  1.  'Jeaclies  tlie  couti-iicteil  small  letters, 
conchiding  with  wortis  fo:m'Tl  from  ti^cm  by  coni- 
biuation.  "Tlie  letters  aie  introduced syiitbetioiilly 
and  are  faintly  printed  on  tlie  surfaceof  every  isnga 
to  be  traced  with  pen  aud  iuk  by  pupils  in  priinuiy 
diviKions. 

Book  -No  2.  Introduces  the  extended  letters,  and 
the  first  class  of  caidtals.  It  uls-o  reviews  the  small 
letters  given  iu  Book  1,  and  as  every  alternute  line 
is  printed  in  shadow  for  trucine,  the  jjupil  is  gradu- 
ally introduced  to  independent  work 

Bor'K  No.  3.  This  book  introduces  a  method  of 
eeciirins  unif<n-m  and  correct  spaeingin  each  letter 
and  w(ird,  by  means  of  ruling  ujton  every  page  of 
the  book;  also,  a  method  of  exh. biting  the  relative 
proportion  of  the  letters  in  every  copy,  and  impres- 
Bing  the  comparative  length  or  letters  upon  the 
minds  of  pupils,  by  means  of  a  self  instructing  en- 
graved scale. 

•  Book  No.  4.  Teaches  Current  ^apitrtls  construc- 
tively a'  d  affords  Practice  upon  Words.  Tl  e  in- 
troduction and  classification  if  Cnrre  t  Capitjils 
forms  a  prominent  feature  of  the  practical  charac- 
ter of  these  Copy  Books. 

Books  5  and  6.  for  advanced  pupils,  embrace  the 
■whole  subject  -n-ithin  a  small  s)!:  ce. 

Book  No.  7  consists  of  short  Sentences  in  a  re- 
duced hand  suitable  f  r  Ladies'  Hand.  It  is  clei>r, 
open  aud  attractive. 

Book  No.  8  -Forms  for  boys— Notes,  Drafts,  Ee- 
ceipta,  etc.,  iu  a  plain  business  hand,  giving  a 
variety  of  current  capitals.* 

Book  No.  9— Finishing  book  for  g'rls— Notes  of  Tn- 
•vitation.  Answers,  Forms,  etc,  in  ii  ncat,l:HlifS'haud. 
Books  10  and  11-  Angular  hand  for  girls. 

Price,  each 0  10 

Tram  the  leading  authority  on  Penmanship  in  the  XJ.  .*>. 

.  "The  author  has  very  wis  ly  a  lopted  and  com- 
bined with  his  own  ideys,  all  the  pood  f-  atures  in  tlie  lest 
American  Copy-Bo'iks.  The  result  is  tli.t  the  feries  now 
before  us  contains  a  combination  of  the  beit  poii  ts  in  tho 
most  ixipular  of  our  series,  and  is  better  ada]  ted  to  nil 
grades  of  iiujiils  than  any  of  its  predecessors,  l  he  Lo  'ks 
are  so  graded  aud  arranged,  and  the  instructions  on  tl  e 
cover  so  cleir  and  full,  tbat  more  rial  prac'ical  iiCMuau- 
Bhip  may  be  learned  from  tliem  in  three  months  than  from 
t'le  ordinary  C'ipy-bocks  in  a  whole  yeax'" -  Pemuun's  Art 
Journal,  New  Yi.r!:. 
SHSLOMO  COPY  BOOK    0  10 


THE  CAUADA  SCHOOL  JOUHITAL 

—HAS  BECEIVED— 

An  Honorable  Mcrttimi  at  Paris  Exhibitioii,  1878. 
Recommended  by  the  Minister  of  Education  for  Ontario. 
Seconimendel  bij  tlie,  Council  of  Public  Instruction,  Quebec. 
Recoinmendeil  by  Chief  Siipt.  of  Education  Neiv  Brunswick, 
Recommended  by  Chief  Supt.  of  Education,  Nova  Scotia. 
Becommendedby  Chief  Supt.  of  Edu-cation,  Brit.  Columbia. 
Recommended  by  Chief  Supt.  of  Education,  Manitoba. 


THE  CANADA  SCHOOL  JOURNAL 

IS  EDITED  BY 

A.  Committee  of  some  of  the  Leading  Educationists  in  Ontario. 
Assisted  by  able  P,  ovine ial  Editors  in  the  Provinces  of  Que- 
bec, Nova  Scotia,  New'  Brunswick,  Prince  Edward  Island 
Manitoba,  and  British  Columbia,  thus  having  each  section  of 
tlie  Dominion  fully  represented. 

Contains  Twenty-four  Pa^  s  of  Reading  Matter, 

Each  number  has  a  Portrait  and  Biographical  Sketch  of 
some  Leading  Educationist;  live  Editorials;  Contri- 
butiona  on  important  Educational  topics;  belections- 
Readiugs  for  the  School  Koom  ;  and  Notes  and  News  from 
each  Province. 

PRACTICAL  DEPARTMENT  -^"ll  always  contain  useful 
hints  on  methods  of  teachins;  diffeifut  subjects. 

M.VTHE:JATICAL  department  gives  solutions  to  dif- 
ficult problems  al=o  on  Examination  Pajiers. 

OFFICL'i.L  DEPARTMENT  contains  such  regulations  as 
may  be  issued  from  time  to  time. 

Subscription,  SlOO  per  annum,  strictly  in  advajice. 


A  Club  of  1.000  Subscribs'-s  from  Nova  Scotia. 

EDUCATION  OFFICE, 
(Copy)  Halifax,  N.S.,  Nov.  16. 1878. 

Messrs.  AD  AIM  mLLER  -  CO.,  Toronto,  Ont. 

Dbar  Sirs.— Iu  order  t  >  meet  the  wishes  of  our  teacli- 
era  in  various  parts  of  the  Province,  and  to  secure  for  them 
the  advantage  of  your  excellent  {.eriodical,  I  hereby  sub- 
scribe in  their  behalf  for  one  thousand  il,Of)0)  copies  iit  club 
rates  mentioned  in  viur  ricent  esteemed  favor.  Subscript 
tions  will  begin  with  January  issue,  and  lists  will  bo  for- 
warded to  your  office  in  a  few  days.    Yours  truly, 

DAVID  ALLISON,  Chief  Supt.  of  Education. 


OFIMOAS  UF  LEADING  EDUCATIONISTS: 

1  cordially  recommend  the  Canada  School  Journal  to  the 
teachers  of  Now  Bnmawick.  THEODORE  H.  KAND,  M.A., 
D.C.L  ,  Chief  Supt  Education,  i'redericton,  N.B. 

Very  valuable  and  i  structive.  I  read  it  with  much  inter- 
est.   Hon.  J.  W.  SIMONDS,  State  Supt.  Pub.  Inst.  N  H. 

Your  Ji>urnal  I  cousider  invaluable,  and  can  no  more  dis- 
pense with  it  than  I  can  with  our  Cal.  School  and  Home 
Journal.  Prof.  WM.  W.  ANDERSON,  Prin.  Public  Schools 
Santa  Cruz,  June  11, 1878. 

It  is  the  leading  Journal  of  Education  in  the  Dominion; 
full  of  articles  on  pr;ictical  teaching,  suRgestions  and  useful 
hints  from  successful  teicheis  everywh-re.  No  Trustee, 
Corporation,  or  School  Teacher  should  be  without  it.  H.  L. 
SL  VCK,  M.  V.IP.S.Co.  Lanark. 

I  think  the  J<i<c»aJ  is  juht  what  teachers  require— a  live 
practical  pa^er,  deserving  a  wide  circulation.  G.  D.  PL  ATT, 
LP.S.,  Picton,  Ont. 

I  can  confidently  recommend  your  Journal  as  a  very  in- 
teresting and  a  very  I'seful  one  JAMES  SMITH,  Inspector 
Sc  iool!<,  Gloucester  Co  ,  New  Brunswick. 

Every  teacher  should  become  a  subscriber  to  it  I  believe 
it  will  supply  a  long-felt  want.  C  S.  RAMSAY,  Iusx)ector 
North  Co.,  N.B. 

At  a  meeting  of  the  [Protectant  Section  of  the    Board  of 
Education  held  oti  Monday  last,  a  rusolution  was  adopted 
advising  our  teachers  to  become  subscribers  for  some  jour- 
Qal  on  Education,  and  reconiraended  to  them  tlie  Canad 
School  Journal.    CYPRIAN  PINKHAM,  Supt.  Education  fo 
Protestant  Schools,  Manitoba. 


To  Teachers,  Colleges,  BooJcsellerxandPuhlishers  the  Canada 
School  JouKNAii  is  the  hestadveriising  medium  in. Canada. 

TO  ADVERTISERS  ! 

The  excellence  of  the  Canada  School  Journal  as  an  adver- 
tising medium  la  admirably  shewn  by  the  following  interest- 
ingletter, kindly  offered  us  by  Mr.  Vanuevar : 

Comanche,  Calveros  Co. , 
Mr.  James  Vannevar,  California,  May  21st,  1879. 

Youge  Street,  Toronto,  Canada. 

Dear  Sir,—1  received  the  books  ordered  and  am  much 
pleased  with  them.  In  rejily  to  inquiry  how  I  came  to  order 
from  you,  will  state  that  I  am  a  (.  anadian,  have  lived  in 
Toronto  while  abtending  Tri-iity  College,  and  have  bought 
books  atyourstore.  I  nninowteaching,andtakethe  Canada 
School  Journal,  in  wliich  I  saw  ycur  advertisement.  My 
small  order,  you  will  thus  see,  was  but  tlie  result  of  adver- 
tising in  a  good  paper.  Many  in  this  Staf e  read  the  Journal. 
*    ^  *       *       *  T.  Hekbekt  Gibson. 

Atldress-MESSRs!      W^    GAGE     &  CO.f 
Publishers  Can.  School  Journal,  TORONTO,  Ont 


"Vr.   J.   Gage   &  Go's   Manuals  for    Teachers. 

4  

Ko.  1. 

]>J[ista.li:os  in  Teadiin^. 

By  J.  LAUGHLIN  HUGHES,  Supt.  of  Public  Schools.fToronto. 
Toned  paper,  cloth  extra.  Price  50c. 


This  work  discusses,  in  a  terse  manner,  over  one  Iinndred  of  the 

mistakes  commonly  made  by  untrained  or  tnesperienced  Teachers.    It 
is  designed  to  war  j  young  Teachers  of  the  errors  they  are  liable  to 
make,  and  help  the  olaer  members  of  the  profession  to  discard  what- 
ever methods  or  habits  may  be  prevejiting  their  highest  success. 
The  mistakes  are  arranged  under  the  folllowing  heads: — 

1.  MISTAKES  IN  MANAGEMENT. 

2.  MIST.VKES  IN  DISCIPLINE. 

3.  MIS  FAKES  :N  METHODS. 

4.  MISTAKES  IN  M"ANNER. 

"  "We  adTise  every  teacher  to  invest  fifty  cents  in  the  purchase  of  this 
useful  volume."— .S^cw  England  Journal  of  Education. 


No.  2. 

BXanwal  of  Feniiiaiisliii*. 

A  Handbook  intended  to  accompany  Beq,tty''s  system  of  Penmanship, 
containing  a  full  exposition  of  the  system. 


S.  G.  BE  ATT  Y,  late  Principal  of  Ontario  Business  College,  and  author  of 

"  Beatty's  Practical  Penmanship." 

A,  F.  MACDONALD,  Principal  of  WeUesley  School,  Toronto. 

*  CONTENTS. 

ORGANIZING  CLASSES. 

DISTRIBUTION  AND  COLLECTION  OF  WRITING  MATERIALS. 

POSITION,  PENHOLDING   RESTS  A>iD  MOVEMENTS. 

MOVEMENT  EXERCISES. 

COUNTING  IN  CONCERT. 

SPACING,  SLOPE,  SHADE,  &c. 

FORMATIO-V,  ANALISIS,  CRITICISM  OF  SMALL  AND  CAPITAT. 

LETTERS. 
HINTS  TO  TEACHERS. 

Illustrated.    Price  50c. 


No.   3, 

Ho>v  to  Secixi'e  ancl  E?etain.  At-tention. 

By  J.  LAUGHLIN  HUGHES,  Supt.  of  Pubhc  Schools,  Toronto. 
Printed  on  Toned  Paper,  Cloth  extra,  Price  50c. 
"  Admirably  esiecuted."— Educational  Times,  London,  Eng. 
''  Cannot  too  highly  commend  it. "—Barnes'  Educational  Monthly. 


No.  4. 
iMannal  of  Drill  and  CalistlieiiicS. 

FOR  USE  IN  SCHOOLS. 

By  J.  L.  nUGHE=!,  Public  School  Insp.,Tor.,  Graduate  of 
31ilitary  School,  H.M.  29th  Regiment. 
Price  40c. 
"A  much  n ceded  manual  ''''—Toronto  Globe. 

"A  n.ost  valuable  book  for  every  Teacher,  particularly  In  countiy 
places.  It  embraces  all  that  a  School  Teacher  should  teach  his  pupiig 
on  this  suhiect.  Any  Teacher  can  use  the  easy  d.'-ill  Ipssous.  and  by 
doins  so  he  will  be  conferring  a  benefit  on  his  oountrj'." — C.  RAD- 
CLIFFE  DEARNLE Y,  Ma.ior  First  Life  Guards,  Drill  Instructor  Normal 
and  Model  Schools,  Toronto. 

W.  J.  OAGEd:  CO.,  Educational  Publishers,  Toronto. 


Xew  "Work,  Authorized  by  the  Education  Depart- 
ment in  Ontario  for  use  of  Teachers. 


Elementary  Anatonxy,  Pliysiologj'y 
sxnd.  Hygfiene, 

For  Schools  and  Familipg. 


By  EDWARD  I'LAYTER,  M.D.,  Editor  of  the  Sanitary  Journal. 
Price  90c. 

Not  too  large  and  technical,  nor  too  elementary  and  incomplete. 

Comprehensive — coinpi  isiug  all  parts  of  the  subjects  treated  of. 

Concise,  yet  highly  interesting. 

"Well  and  practically  illustrated;  and  with  copious  questions  and  a 
full  indey. 

"As  a  text-book  for  scfaools,  we  have  no  hesitation  In  recommending 
it  in  preference  to  any  o.  the  text-books  on  this  subject  now  iu  use."— 
Canada  Lai'cet. 

"A  very  judicious  selection  has  been  made  of  what  is  likely  to  be 
useful  to,  nd  absorbi^d  by,  the  non-professional  reader."— Canadian 
Journal  of  Midical  Science.        » 

"An  admirable  little  book.  Speci^ly  adapted  to  High  Schools  and 
intelligent  laymen.'' — Michigan  Medioal  Newx,  Detroit. 

'•The  simple  and  familiar  language  used  throughout  will  enable 
almost  auy  reader  to  ma.ster  the  contents  while  the  orderly  div.sion 
and  arrangement,  and  the  accurate  definitions,  will  recommend  the 
volume  to  practical  educationists,  and  secure  for  it  a  permanent  posi- 
tion as  a  class-book." — Canada  Prenbyterian. 

"The  arrangement  of  the  work  under  notice  strikes  one  as  being 
good  and  convenient,  and  Mie  construction  is  such  tlian  the  reader  will 

have  little  difficulty  in  comprehending  the  meaning  of  the  author 

The  second  division,  Hygiene,  is  aptly  treated  of  under  the  heads  of  the 
various  essentials  of  life,  air  water,  food,  exercise,  ^^st,  sleep,  cloth- 
ing, bathiu?,  and  it  is  shown  how  most  causes  of  disease  are  clearly 
connected  in  some  way  with  these  essentials  of  life  in  their  various  re- 
lations to  the  functions  of  tlie  human  'body. "—Daily  Mail. 

"The author  has  very  properly  adapted  this  work  for  the  use  of 

schools A  series  of  questions has  been  appendi-d which  will 

aid  the  teacher  in  ascertaining  the  amount  of  information  acquired  by 
his  sch.ilars." — Daily  Globe. 


Xow   Vv'ork   on  J3otany. 


The  Elements  of*  Sti*nctnr*al  Botany, 

intended  for  the  use  of  Schools,  with  special  reference  to  the  study  of 
Canaan  x>lants.    To  which  is  added  a 

SELECTION  OF  EXAMINATION  PAPERS, 

By  .TOHN  MACOUN.  M.  ,\.,  F.L.S  ,  Professor  of  Botanv  in  Albert 

Univt/sity ;  and  H.  II  SPOXToN,  M.A.,  F.L.S.,  Head  Master 

of  Barrie  Coll.  Institute 

ILLUSTRATED  BY  THE  AOTHORS, 

180  Pages,  Toned  Paper,  $1.00. 

"  In  Canada  and  United  States  it  ought  to  have  a  great  mn.'"— School 
Guardian,  Eng. 


m 


